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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
OpraHv3aLUMoHHOMY ...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

3apeructpuposaHo B MuHtocte Poccum 2 utoHs 2015 r. N 37509

MUWHUCTEPCTBO TPYOA U COLMATNbHOW 3ALLUTBLI POCCUACKON ®EOQEPALINA

NMPUKA3
ot 6 mas 2015 . N 276H

OB YTBEPXAEHWN MNPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNEUWANNCT NO OPrAHU3ALIMOHHOMY N IOKYMEHTALIMOHHOMY
OBECIEYEHUIO YINPABJIEHUA OPTAHU3ALUMEN"

B cootBetctBUM € nyHkTOM 16 [NpaBun paspaboTku, yTBEpXAEHUS U NpUMEHEHUs NpodeCcCUoHanbHbIX
CTaHOapToOB, YTBEPXAEHHbIX noctaHoBneHmem lpasutensctBa Poccuiickon ®egepaunn ot 22 gueapsa 2013 r. N
23 (Cobpanue 3akoHogaTtenbctBa Poccuinckon ®egepaummn, 2013, N 4, ct. 293; 2014, N 39, ct. 5266),
npuKasbIBalo:

YTBEpOAUTb Mpunaraembin  npodeccuoHanbHbIiM - cTaHgapT  "CneunanucT N0 OpraHM3auuoHHOMY U
AOKyMeHTaLMOHHOMY 06ecneyeHnto ynpasneH1s opraHusaunen”.

MwuHucTp
M.A.TOMUITNH

YTBEpPXKAOEH

npukasom MuHucTepcTBa Tpyaa
N coumanbHOM 3aLLnTbl
Poccuitckon denepaumm

ot 6 maa 2015 r. N 276H

MPO®ECCUOHANBHbIA CTAHOAPT

CNEUMANUCT
Nno OPrAHU3ALUMOHHOMY N AOKYMEHTALIMOHHOMY OBECMNEYEHUIO
YNPABJEHNA OPrAHU3ALMEN

447

PernctpaunoHHbIn

HoMep
|. Obwue cBegeHus
OpraHn3aumoHHOe 1M JOKYMEeHTaUMoHHoe obecneveHre ynpaBneHns opraHnsaumnsmm 07.002
ntobblx OpraHM3aLMOHHO-NPaBOBbIX (OPM
(HaumeHoBaHVe BMAa NpodeCCUOHarbLHON AEATENBHOCTH) Kog

OcHoBHas Lernb BUaa npodeccuoHanbHon AesATensHOCTH:

Peanusauns obecneunBatoinx QyHKUUA yNpaBneHns opraHm3aumnen; BHeApeHMe Nyylinx TEXHUYECKUX
pa3paboToK 1 HOBENLLMX TEXHOMOIMM B obecneveHne ynpasrneHus opraHnsaLmen
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
OpraHv3aLUMoHHOMY ...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

pynna 3aHaTun:

2432 Bbubnuotekapu, bubnuorpadel, 3431 AOMUHUCTPATUBHO-
OOKYMEeHTOBe[bl U CneLnanucTbl yrnpaBneH4yecknin nepcoHan
poACTBEHHbIX Npodheccun

4222 Cnyxaume, 3aHsiTble MPUEMOM U - -
MHOpPMUPOBaHNEM NOCETUTENEN

(kog OK3 (HanmeHoBaHwue) (kog OK3) (HanmeHoBaHwue)
<1>)

OTHeceHue K BuaamM 3KOHOMUYECKOW AeATENbHOCTU:

82.1 JeatenbHOCTb agMUHUCTPATUBHO-XO3AWCTBEHHAsA U BCMOMOraTefibHas AeATeNbHOCTb Mo
obecneyeHnto PyHKLNMOHMPOBaHNS OpraHn3aumm

82.3 [lesTenbHOCTb MO OpraHU3auumM KOHEPEHLMI 1 BbICTABOK

(kog OKB3[ (HaumeHoBaHWe BMAA 9KOHOMUYECKON AEATENbHOCTN)
<2>)

II. OnncaHne TpyaoBbIX YHKLMA, BXOASLLNX
B NpodeccmoHanbHbIn CTaHAapT (PYHKUMOHaNbHas kapTa Buga
npodeccuoHaneHoOn OeATensHOCTM)

O606LeHHbIe TPyAoBble PYHKLMK TpygoBble OyHKLMM
Kog HaumeHoBaHue YPOBEHb HaumeHoBaHue kog YypOBEeHb
KBanugpu (nogypoBeHb)
Kauum KBanudmkauum
A OpraHusaumoHHoe 3 Mprnem n pacnpegeneHve A/01.3 3
obecneueHune TenedOHHbIX 3BOHKOB
AesATenbHOCTH opraHu3aumu
opraHu3aumu
OpraHusaumst paboTbl C A/02.3 3

nocetTuTenamMmmn opraHmsaumn

BbInonHeHne KOOpAMHUPYHOLLUX U A/03.3 3
obecneynBaroLLmX QYHKLMNA

B [okymeHTaumMoHHoe 5 OpraHusaums paboTbl € B/01.4 5
obecneyeHne AOKYyMeHTaMu
AeAaTenbHOCTU
opraHusaumn OpraHunsaums TekyLero XxpaHeHus B/02.4 5
AOKYMEHTOB
OpraHusaunst 0bpaboTku gen gns B/03.4 5
nocnegyoLwero XxpaHeHns
C OpraHunsaumoHHoe, 6 OkaszaHne nomowm pykosoagutento | C/01.6 6
AOKYMEHTaLNOHHOE U B NniaHMpoBaHuu paboyero
MHOPMaLIMOHHOE BpeMeHu
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obecnevyeHune
JeATenbHOCTU
pyKkoBoAUTENS
opraHusaumm

MnaHupoBaHue paboyero AHs
cekpeTapsi

Cl/02.6

OpraHusaumst TenedoHHbIX
neperoBOpoOB PYKOBOAUTENS

C/03.6

OpransauMH KOMaHOMNPOBOK
pykoBoautensa

C/04.6

Opranunsaumsi paboTbl C
noceTUTENSIMU B MPUEMHOW
pykoBoauTens

C/05.6

OpraHusaumsi nogroToBku,
npoBeaeHns 1 06CnyxmBaHns
KOHPEPEHTHbLIX MEPONPUATUI

C/06.6

OpraHusaums ncnosnHeHus
peLleHni, OCcyLLLeCTBIeHNEe
KOHTPOMS UCMOMHEHNUS NOPYYeHUIA
pykoBoauTens

C/07.6

OpraHusauvs 1 nogaepxaHue
byHKUMOHanbHOro paboyero
NpPOCTpaHCTBa NPUEMHOW 1
KabuHeTa pykoBoaMTENs

C/08.6

PaspaboTka nokanbHbIX
HOpPMaTMBHbIX aKTOB,
pernameHTUpyroLwmx padboTy
cekpeTtaps

C/09.6

CocTtaBneHune n ochopmneHue
yrnpaBneH4yeckon JOKyMeHTaumm

C/10.6

OpraHuzaumst paboTbl ¢
[AOKYMEHTaMu B NpUeMHO
pykoBoauTens

C/11.6

OpraHusaumst XxpaHeHus
[OKYMEHTOB B NPUEMHOA
pykoBoauTens

C/12.6

O6ecneueHne pykoBoguTens
WHopmaunen

C/13.6

OpraHnszaumnsa MHOPMaLNOHHOTO
B3aMMOOEWNCTBUSA PYKOBOAMUTENSI C
noAapasgeneHmsamm un
OOJPKHOCTHBIMU N amm
opraHusaumm

C/14.6

D WHdpopmaumoHHo-
aHanuTu4eckas u
OpraH13aLmnoHHO-
aAMWHUCTpaTMBHas

dopmmpoBaHme
WHOPMALIMOHHOTO
B3aMMOENCTBUS PYKOBOAUTENS C
opraHusaumsimu

D/01.6

KoHcynbTtaHTllntoc
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Hata coxpaHeHusi: 02.02.2017

opraHu3aLnoHHOMY ...
nogaepxka AHanua nigopmauum n D/02.6 6
neaTenbHOCTH noarotoeka MHGOOPMaLMOHHO-
pykoBoauTens aHanuTU4ecKnx matepuanos
opraHmsaumm

OpraHunsaumnsi AenoBbIX KOHTAKTOB D/03.6 6
M NPOTOKOSTbHBIX MEPOMNPUATUIA

OpraHunszauus ucnonHenus | D/04.6 6
peLueHnn pyKoBoanTenNst

[ll. XapakTepuctunka 0606LLEHHbIX TPYAOBbLIX OYHKLNIA

3.1. ObobLeHHas TpygoBas pyHKUMS

OpraHu3aunoHHoe obecneyeHre eaTenbLHOCTU YpoBeHb
HanmeHoBaHune Kon A

opraHu3aumu KBanvdmkauum
MpoucxoxaeHune

b Hae o 3aMMcTBOBaHO 13
0000LEeHHOM TpyaoBOM OpwurunHan X
opurnHana
dyHKUMN
Kog PernctpaunoHHbin
opvriuHana Homep
npodeccuoHansHoro
cTanfgapTa

B03MOXHble HAaMMEHOBaHUS
OoImKHoCcTen, npodeccuin

CekpeTapb-agMuHMCTpaTop

TpeboBaHus kK CpegHee obuiee obpasoBaHue

o6pasoBaHuio 1 0byyeHuto | MpodeccrmoHanbHoe obyyeHne - nporpammbl NPodeccMoHansHON NoAroTOBKM
no npodeccusim paboumx, AOMKHOCTAM CryXallmX, Nporpammsi
nepenoaroToBkM paboyunx, Cryxallumx, NporpaMMbl NOBbLILLEHUS
KBanudukaumm paboumx, cnyxatymx

TpeboBaHus K onbITy -
npakTuyeckoi paboTbl

Ocobble ycnosus gonycka
K pabote

Lpyrve xapaKkTepucTuku

[ononHutenbHble XapaKTepUCTUKn

HavmeHoBaHWe JoKymeHTa Kog HaumeHoBaHne 6a3oBow rpynnbl, 4OMKHOCTU (Npodeccun)
UK cneLmanbHoOCTH
OK3 4222 Cnyxauwme, 3aHsiTble NPUEMOM 1 NHHOPMUPOBAHNEM
nocetuteneun
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Hata coxpaHeHusi: 02.02.2017

opraHu3aLnoHHOMY ...
OKCO <3> 032001 [lokymeHTOBeEHME U JOKYMEHTALUNOHHOE obecneyeHne
yrnpaeneHus
3.1.1. TpynoBas yHKUNA
Mpuem 1 pacnpegeneHne TenedoHHbIX YpoBeHb
HanmeHoBaHMe | 3BOHKOB OpraHuMsauuu Koa A/01.3 |(noaypoBeHb) 3
KBanudukauum
I'IpomcxozmeHme OpuruHan X 3anmMmcTBOBaHO U3
TPYAOBOM DYHKLMUM opuruHana
Kopg PernctpaumnoHHbIn
opuruHana HOoMmep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble geicTBUS MepeHanpaBneHve TenedOoHHbIX 3BOHKOB PYKOBOACTBY W COTPYAHUKaM
opraHusaumm

Perncrpauwmsi noctynatomx TenegoHHbIX 3BOHKOB

MonyyeHne HeobOxoaMMOM WHGOpMaUUM U nepefada CaHKUMOHUPOBAHHOWM
WHopmauum no TenedoHy

Heobxognmblie yMeHUaA Mcnonb3oBaTb TEXHUYECKNE W nporpamMmmMHble cpeactea And npoesegeHud
rosiocoBOM NNK BMﬂ,eO-KOHq)epeHU,-CBHEWI

Mcnonb3oBatb cpeAcTBa KOMMYHWKALMOHHOW OPITEXHWKU ANs MOMyYeHus wu
nepegayv uHgopmauum

Bectn  y4eTHble  peructpauMoHHble  OpMbl, WUCMOMb30BaTb WX  ANiA
WHopMaLNOHHOM paboTbl

YcTaHaBnuBaTbh KOHTAKT ¢ cobeceHMKOM, NoaaepXuBaTh U pasBMBaTb AETIOBYIO
Geceay B npouecce TenedoHHbIX NEPEroBopoB

CrnaxuBaTb KOH(*)J'IMKTHbIe n CITOXHble cutyauum MEXINYHOCTHOIo
B3aUMOAENCTBUSA

CobntogaTb Cny>xebHbIN 3TUKET

Heobxogumble 3HaHUS <DyHKLl,I/II/I, 3ajadn, CTpykTypa opraHnsauuu, ee CB4A3n

lMpaBuna B3aMMOAENCTBUA C MapTHeEpamu, KNueHTamu, cpeacTBamMy MacCOBOW
WHopmauum

3TuKa genosoro obLeHns

lMpaBuna peyeBoOro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHGUOEHUNANBHOM cnyxebHon nHopmaumnm
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Opyrve -
XapakTepUCTUKK

3.1.2. TpypoBas oyHKUNA

OpraHusauns paboTbl C TOCETUTENAMM YpoBeHb
HanmeHoBaHue |opraHmsaumm Kog A/02.3 | (noaypoBeHb) 3
KBanudukauum

MpouncxoxaeHune 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM DYHKLMUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana HOoMmep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus Bctpeya nocetutenen, nonydeHne nepBUYHON MHOPMaUUM O MOCETUTENSAX W
MOMOLLb B OpraHu3auuny ux npuema pykoBoaAUTENEM U COTPYAHMKAMU

BeneHue xypHana 3anucu nocetutenen

Y4yeT noceTuTenen n opopmneHmne nponyckos

CopgeicTere onepaTBHOMY PacCMOTPEHMIO MPOCLE 1 NpeanoXeHunii noceTuTenein

aneM n nepegada AOOKYMEHTOB noceTutenen pykoBOACTBY U COTpyOHWUKaM
opraHunsauunmn

OpraHusaums n 6poHMpoBaHMe NeperoBopHbIX KOMHAT

CepBupoBka YaiHoro (kogenHoro) ctona B ocuce

MpurotoBneHme HanUTKoB (Yan, kode, NpoxnaanTenbHbIe HaMUTKKN)

HeobGxoammble ymeHusi | OBLiaTbCs ¢ NOCETUTENAMMN

Mcnonb3oBaTb YCTAHOBMEHHbIE NMpaBunia W npoueaypbl KOMMYHUKaAUUWM BHYTPU
opraHusauum

BecTtu yueTHble hopmbl, nCNonb3oBaTh UX ANst paboThl

CosgaBaTb NONOXUTENBHbLIA UMUK opraHm3auum

MprHMMaTL Mepbl MO pas3peLLeHNIo KOHMITMKTHBIX CUTyaLniA

anMeHﬂTb I/IH(bOpMaLI,I/IOH HO-KOMMYHUKALNOHHbIE TEXHOJ10IMIN

ObecneunBaTb KOHPUAEHLMANBHOCTb MHPOPMaLUK

Heobxoaumble 3HaHus |[paBuna opraHnsauumn npuema noceTntenen

MpaBuna genoBoro odLweHus

K0Hcyana|-|TI'Imoc www.consultant.ru CtpaHuua 7 n3 41

HageXHas npaBoBas noaaepxkka


http://www.consultant.ru/
http://www.consultant.ru/
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Hata coxpaHeHusi: 02.02.2017

CTpykTypa opraHusaumm W pacnpegeneHve QYHKUMA MeXxay CTPYKTYPHbIMM
noapasfeneHusM1 1 crieyuanuctTamm

MpaBuna opraHusaumm npuemoB B oduce

MpaBuna cepBUpOBKKN YarHOro (kodpeHoro) ctona

I'Ipanma NPpUroToBrieHnA 1N nogadn ropAvYnx HanMTKOB U 3aKyCOK K HUM

3OTuKa genosBoro obLeHns

MpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHMUAEHLMaNLHON cnyxebHon nHdopmaumm

Opyrve -
XapakTepuCTUKM

3.1.3. TpynoBas yHKUnA

BbINonHeHWe KOOPAMHUPYOLWMX U YpoBeHb
HanmeHoBaHne |obecneuvmBarolnx pyHKLMIA Kopg A/03.3 | (nogypoBeHb) 3
KBanudukaumnm

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurMHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

TpWJ,OBbIe nencTeums BeneHue XypHarna pa3be3aoB pa6OTHI/IKOB opraHmn3auunmn

KoopauHaumst paboTbl KypbepoB 1 BOOUTENEN OpraHM3aLumm

BeneHue XypHana pa3be3anoB KypbepoB opraHm3auunm n Mmappytos BOOUTENEN

CocTaBneHue cnpaBkM O pasbe3fgax pabOTHMKOB, KypbepPOB U MapLupyTax
BOgMTENEn opraHnsauum

Heobxoaumble YMeHUaA CoctaBnsiTb 1 BECTHU y4eTHbl€ OOKYMEHTDI

anMeHﬂTb cpencrtBa KOMMYyHUKaUuun Ona nepenaydun nopyquw?l pykoBoauTena v
COTPpYyAHUKOB OpraHn3aunmn

MpuMeHaTb coBpeMeHHble cpeacTea cbopa, 06paboTku n nepegayun nHcdopmaymm

OuenunBatb pe3ynbTaThbl B paMKaX NocTaBlieHHbIX 3agad

OcyLecTBsATb KOHTPOMb UCMOSTHEHUSI MOPYYEHUI PYKOBOAUTENS COTPYAHMKaMMU
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Heobxoaumble 3HaHWSA

I'Ipanu'la pe4yeBoro aTuMKkeTa

3OTuka genoBoro obLeHns

TpeboBaHusi oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHUAEHUMANLHOM cnyxebHon nHpopmaumm

CTpykTypa opraHusauum W pacnpegerneHve yHKUUA MeXay CTPYKTYPHbIMU
nogpasaeneHnsaMu 1 cneuuanuctTamm

Opyrve
XapaKTepUCTukn

3.2. ObobLeHHas Tpygoas pyHKUNS

[dokymeHTaumoHHoe obecneyeHme AesaTensHoCTH YpoBeHb
HanmeHoBaHune Kon 5
opraHmsaumm KBanundukaumm
MpoucxoxaeHune
b ae _ 3aMMcTBOBaHO 13
0000LEeHHOM TpyaoBOM OpwurunHan X
opurnHana
dyHKUMN
Kon PerncrpaunoHHbIn
opvrMHana HomMep
npodeccuoHanbHoro
cTanfgapTa
Bo3MoOXxHble HauMeHoBaHWs Henonpoussogntens

JormkHocTen, npodeccumn

n obyyeHuto

TpeboBaHus kK 0Opa3oBaHUIO

CpefaHee npogeccuoHanbHoe o6pa3oBaHme - TPorpamMmbl MOArOTOBKM
KBaNMULMPOBaHHbIX paGounx, CryKalmx

TpeboBaHus K onbITy
npakTuyeckoi paboTol

paboTte

Ocobble ycnosus gonycka K

Lpyrve xapaKkTepucTuku

[ononHutenbHble XapaKTepUCTUKN

HavmeHoBaHne JoKymeHTa Kop HaumeHoBaHne 6a30Bow rpynnbl, JOMKHOCTU (Npodeccnm) unm
crneunanbHOCTU

OK3 3431 AOMUHUCTPaTUBHO-YNpaBreHYecknin nepcoHarn

EKC <4> - Henonpounssogutens

OKNATP <5> 21299 [enonpounssoantens

KoHcynbTtaHTllntoc
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Hata coxpaHeHusi: 02.02.2017

OpraH13aLMoOHHOMY ...

OKCO

032002 |[okymeHTauMOHHOE obecneyeHne ynpaBneHns n apxmBoBeaeHne

3.2.1. TpynoBas oyHKUNA

HanmeHoBaHue

OpraHuzauust paboTbl ¢ JOKYMEHTaMU YpoBeHb

Kog B/01.5 |(nogypoBeHb) 5
KBanudmkauum

MpoucxoxaeHne
TPyoOBOM PYHKLUK

3anmMcTBOBaHO U3

OpwurunHan X
opuruHana

Kopg PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTeus

Mpriem 1 nepBryHas ob6paboTka BXOASALNX JOKYMEHTOB

MNpenBaputencHoe  pacCMOTPEHME U COPTUPOBKA  JOKYMEHTOB  Ha
perncTpvpyemblie 1 He perucTpupyemble

MogroToBKa BXOOALLMX AOOKYMEHTOB AJ14 paCCMOTpPEHNA pyKoBoaAUTEEM

Pernctpauns Bxoasimx JOKYMEHTOB

Opl’aHI/I3aLI,VIF| 00CTaBKM JOKYMEHTOB UCMOJTHUTENAM

BeneHue 6a3bl AaHHbIX JOKYMEHTOB OpraHu3auum

BeneHne nHpopmMauMoHHO-CNpaBoYHOW paboThl

O6paboTka 1 oTnpaBka UCXOAALLMX JOKYMEHTOB

Opl’aHI/I3aLI,VIF| paGOTbI no perncrtpauun, y4deTty, XpaHeHUrw wu nepegadvye B
cooTBeTCTBYHOLLNE CTPYKTYpPHbIE nogpasgeneHna OOKYMEHTOB TeKyLwero
genonponssoacTtBa

KOHTpOJ'Ib MCMNoJiIHeHNA JOKYMEHTOB B OpraHmu3auunmn

HeobGxoammble yMeHuUsi

Pa6oTaTb CO BCEM COBOKYMHOCTbIO  MHM(DOPMALMOHHO-O0KYMEHTALMOHHBIX
pecypcoB opraHusauum

Monb3oBaTbcs 6a3amu gaHHbLIX, B TOM YUcne yoaneHHbIMN

Monb3oBaTtbes cn paBO4YHO-NMpaBoOBbIMK CUCTEMAMU

Monb3oBaTtbcs aBTOMAaTU3NPOBaAHHbIMUA cucremammn y4yeTa, perncrtpauunu,
KOHTpONA M I/IH(bOpMaLI,VIOHHO-CﬂpaBO‘-IHbIMM cucreMmamm - npu pa60Te C
OOKyMeHTaMUn opraHusauunm

MpumeHsTb coBpeMEHHbIE MHAOPMALIMOHHO-KOMMYHMKALMOHHbBIE TEXHOMNOrMN Ans
paboTbl C AOKyMeHTamu, B TOM 4YucCne Ans ee OnTUMM3auum 1 MOBbILEHUS
ahpeKkTUBHOCTH
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Hata coxpaHeHusi: 02.02.2017

OpraH13aLMoOHHOMY ...

Heobxoaumble 3HaHWSA

HOpMaTVIBHbIe npaBoBble aKTbl W HOpMaATMBHO-MeTOoAMYECKMEe OOKYMEHThHI,
onpegenaowmne nopAaaok JOKyMeHTaunoHHOro obecneyeHust ynpasleHus

CTpyKkTypa opraHu3aumm, pyKOBOACTBO CTPYKTYPHbIX NogpasaeneHnii

COBpEMeHHbIe VIHQ)OpMaLI,VIOHHbIe TEXHOoJormm pa6OTbI C OOKyMEeHTaMun

Mopsagok paboTbl ¢ AOKYMEHTaMu

CxeMbl JoKyMmeHToobopoTa

MpaBuna paboTbl C BXOOAWMMU, UCXOASLLUMUN N BHYTPEHHUMU OOKYMEHTaMM

MpaBuna opraHu3auum W OPMbl KOHTPOMS WCMOMHEHUSI [OOKYMEHTOB B
opraHusaumm

Tunosble CPOKWM UCMOJTHEHNA OOKYMEHTOB

MpuHUMNBI paboTbl CO CPOKOBON KapPTOTEKON

HasHauyeHune n TexHonormns TeKyLwiero n npegynpegnTteribHoro KOHTpona

MpaBuna cocTaBneHWs aHanuTUYecKUX CrnpaBoOK MO opraHu3auum paboTbl C
[OKYMEHTaMM N KOHTPOIHO UCMNOMHEHNS JOKYMEHTOB

I'Ipanma OOKYMEHTAaUMOHHOIo obecneyeHnss oesaTenbHOCTH opraHunsauunmn

Buabl JOKYMEHTOB, MX Ha3Ha4YeHue

Tpe6OBaHMFI, npeabasidemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMATUBHbLIMU
akTaMu U rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna coctaBneHns ©n  odopMneHns  MHAPOPMALMOHHO-CMPaBOYHbIX,
OpraHn3auMOHHbIX ynpaBneH4Yecknx 4OKYMEHTOB

I'Ipanma co3daHuMst M BedeHuMst 0a3  AaHHbIX Cﬂy)Ke6HbIX OOKYMEHTOB B
OopraHnsauunm

CucTeMbl 3NEKTPOHHOTO AOKYMeHToo6opoTa

I'Ipanma M CPOKU OTMNMpaBKN ncxogAamnx JOKYMEeHTOB

TpeboBaHusa oxpaHbl Tpyaa

Ipyrve
XapaKTepVICTI/I KN

3.2.2. Tpynosas pyHKLMSA

OpraHnsaums TeKyLero XxpaHeHus YpoBeHb
HavmeHoBaHWe | 0OKYMEHTOB Koa B/02.5 |(nogypoBeHb) 5
KBanudukauum
MpoucxoxaeHve 3aumcTBOBaHO U3
g OpwurunHan X
TPYAOBOW PyHKLMK opuvrnHana
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opraHnsaunoHHOMY ...
Kop, PernctpaumnoHHbIn
opurnHana Homep
npodeCccuoHansHoro
cTaHgapTa
TpyaoBble AeNCTBUSA Pa3paboTka HOMeHKNaTypbl Aen opraHu3auum

MpoBepka npaBUNbLHOCTU OKOPMMEHNST [OOKYMEHTOB U OTMETKM 06 ux
ucnonHeHun nepeq nx GopMMpoBaHMEM B Aero AN NOCneayrLlero XxpaHeHus

CDopmynMpOBane 3aroJioBKOB Aen un onpepgerieHne CpokoB NX XpaHEeHUs

dopmupoBaHue gen

KOHTpOJ'Ib npaBuyibHOroO 1 CBOEBpPEMEHHOro pacnpegeneHma 1 noawnBKu
OOKyMEeHTOB B Aena

Heobxogumble ymeHus | OpraHm3oBbiBaTb paboTy No ydeTy, XpaHEHUO U nepegayve B COOTBETCTBYHOLLEE
CTPYKTYpHOE nogpasfeneHne AJOKYMEHTOB TEKYLLEro 4enonpon3BoacTBa

OcyuiecTBnATbL ~ MeTOAMYecKkoe  PYKOBOACTBO  [eronpou3BOACTBOM B
OopraHu3aumm, KOHTPONMPOBaTb NpaBuIibHOE POPMUPOBaHME, XPaHEHNE N caavy
[en B apxvB

Pa3pa6aTblBaTb HOMEHKNaTypy Aen CTPYKTypHOro nogpasgeneHusa

Mcnonb3oBaTte HOMEHKNaTypy [Aen npu U3YyY4eHUM CTPYKTYpbl OpraHusaumu,
cocTaBneHun onucen gen

OpraHuzoBbiBaTb  paboTy Mo ¢opMMpoBaHWIO [Oenl B COOTBETCTBUMU C
yTBEPXXOEHHON HOMEHKNaTypoii Aen opraHnsaumm

[NpaBvnNbLHO M CBOEBPEMEHHO (hopmMupoBaTb AOKYMEHTbl B Aeria C y4eToM Ux
cneungukn

CI/ICTeMaTVI3VIPOBaTb OOKYMEHTbI BHYTPU ena

ObecneunBaTb COXPaAHHOCTb U 3aLLMTY AOKYMEHTOB OpraHm3aumm

MpuMeHsATL MHOPMALIMOHHO-KOMMYHUKALMOHHBIE TEXHOMOrMU Anst paboTbl C
OOKYMeHTaMm

Heobxogumble 3HaHUS HOpMaTMBHbIe npaBoBble  akKTbl, HOPMATUBHO-MeTOAUYECKNE  OOKYMEHThI,
rocynoapCTtBeHHble CTaHOapTbl, onpeaendwuwme nopanok AOKYMEHTaUMOHHOro
obecneyeHus ynpasneHua

Bugbl HomeHknaTyp, obwue TpeboBaHWS K HOMeEHKNaTtype, MeToaumka ee
COCTaBreHus 1 opopMneHus

MpaBuna cornacoBaHWs HOMEHKNATypbl OeN C BEAOMCTBEHHLIMU apxuBamu u
3KCNEepTHON KOMUCCUEN

Mopsagok dopmmpoBaHuss M odopmieHna fen, cneundpuka GopMupoBaHUs
OTOENbHbIX KAaTeropun aen

I'Ipanma XpaHeHuda aern, B TOM 4nucrne ¢ AJOKyMmeHTaMn orpaHM4eHHOro 4octyna
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Hata coxpaHeHusi: 02.02.2017

ﬂpanma BblAa4vyn 1 UcnoJjib3oBaHMA JOKYMEHTOB U3 CCbOpMVIpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyaa

Lpyrve xapaKTepucTuku

3.2.3. TpynoBas oyHKUNA

OpraHuzauns obpaboTku gen ans YpoBeHb
HanmeHoBaHMe | nocnenyowero xpaHeHus Koa B/03.5 |(nogypoBeHb) 5
KBanudukaumum

MpouncxoxaeHune 3anmcTBOBaHO U3
o OpurnHan X
TPYAOBOM DYHKLMUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana HOoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble geiicTBust | MpoBepka CPOKOB XpaHEHUsi [OKYMEHTOB, COCTaBSfieHMEe TMpoTokona paGoThbl
9KCMEepPTHON KOMWCCMU MO TMOATOTOBKE [OKYMEHTOB K XpaHeHWlo, akTa o
BblAENIEHUN K YHUUTOXEHWNIO OKYMEHTOB, He NMoaexallnx XpaHeHuno

CocTtaBneHue BHYTpPeHHen onucu aen anst ocobo LeHHbIX JOKYMEHTOB

O(*)OpMJ'IeHI/Ie Aen NoCToAHHOro, AoJiroBpeMeHHOro CpokoB XpaHeHUA

OdbopmneHue 06noxKky gen NoCTOSHHOro, AONrOBPEMEHHOIO CPOKOB XpaHEHUs

CocTaBneHune onncu gen NocTosiHHOrO, AOJTTOBPEMEHHOIo CPOKOB XpaHEeHUA

Mepenaya gen B apxus opraHusauum

Heobxoaumble ymeHus | Monb3oBaTbCa  NEepevyHsIMU  OOKYMEHTOB U aHanu3upoBaTb  (DaKTUHECKOe
cofepxaHue UMeKLMXcs B Aene [OOKYMEHTOB Npu OnpefenieHny CpPOKOB UX
XpaHeHus

OdopMnaTb JOKYMEHTbI 3KCNEPTHON KOMUCCUK

ObopMnsATe OGMOXKM Aen MOCTOSHHOTO M BPEMEHHOro CPOKOB XpaHeHus B
COOTBETCTBUM C TPeBoBaHUAMM rOCYAAPCTBEHHbIX CTaHAapTOB

npOI/I3BOD,I/ITb XPOHOJI0NMYECKN-CTPYKTYPHYIO CUCTEMATU3aUMNIO aen

OcyulecTBNATL  TEXHMYECKyl0 00paboTky M nonHoe odpopmneHne gen
MOCTOAHHOIO N BPEMEHHOIO CPOKOB XpaHeHUsa

CoctaBnsaTb onMcb Aen MNOCTOSHHOrO U BPEMEHHOIo0 CpPOKOB XpaHeHunA B
COOTBETCTBUN C D,eI7ICTByl0LLI,I/IMI/I HOPpMaTMBHO-MEeTOONYECKUMUN OOKYMEHTaMN

MpuUMeHsITb  MHOPMALIMOHHO-KOMMYHMKaLUMOHHbIE TexXHomorun Anst paboTbl ¢
JOKYMEHTaMm
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Heobxoaumble 3HaHus |HopmaTuBHble MpaBOBble  aKkTbl, HOPMATMBHO-METOAMYECKME  [OKYMEHTHI,
rocyqapcTBeHHble CTaHOapThbl, onpefensiowme nopsaok OOKYMEeHTaUWOHHOro
obecneyeHns ynpasneHus

Kputepun pasgeneHvnsi OOKYMEHTOB Ha TIpynnbl B COOTBETCTBUM C LIEHHOCTbIO
MHdopMaLnK, coaepKaLleinca B HUX

nOpFl,EI,OK NCNosb30BaHNA TUMOBbLIX UMM BEeJOMCTBEHHbIX nepequ|7| OOKYMEHTOB,
onpepeneHna CpokoB XpaHeHUA B npouecce aKkcnepTu3bl LEHHOCTU OKYMEHTOB

nOpFI}J,OK co3aaHuA, opraHn3aumn n OOKYMEHTUMPOBaHUA paGOTbI SKCﬂepTHOVI
KOMUCCuUmn

[MpaBuna cocTaBneHns 1 yTBepPXKAeHWS NpoTokora paboTbl SKCNEPTHON KOMUCCUK

I'Ipanu'la COCTaBlieEHNA W YTBEPXOAEHUA aKta O BblAeNeHUn OOKYMEHTOB, He
noanexauwmnx XxpaHeHuto

MpaBuna TexHuyeckon obpaboTkM M NONHOro oopMIIEHNS €N MOCTOAHHOMO U
BPEMEHHOIo CPOKOB XPaHeHMWs

I'Ipanu'la COCTaBneHna onncum aes nNnoCtoAHHOIo U BpEMEHHOIo CpOKOB XpaHEHUA
B COOTBETCTBUU C JJ,GI;ICTByIOLIJ,I/IMVI HOPpMaTMBHO-MEeTOONYECKUMUN OOKYMEHTaAMU

I'Ipanu'la nepegayun gen B apxmB opraHn3aunn

TpeboBaHusA oxpaHbl Tpyaa

Opyrue -
XapakTepucTUKn

3.3. Obob6LeHHas TpygoBas pyHKUMS

OpraHu3aunoHHoe, OKYMEHTaLMOHHOE U
YpoBeHb

HanmeHoBaHue | uMHopMaumnoHHoe obecneveHne OeaTeNbHOCTH Koa C KBANMDMKALWN 6

PYKOBOAUTENS OpraHu3auum
MpouncxoxgeHue

- - 3anmcTBOBaHO U3
00600LLeHHON TpyaoBOM Opwurunan X
opurnHana
dyHKUMN
Kopg PernctpaunoHHbIn
opurMHana HoMep
npodeccuoHanbHoOro
cTanfgapTa
Bo3MOXHble HaMMeHOBaHUS CekpeTapb pykoBoautens
DOImKHOCTEen, npodeccui
TpeboBaHus kK 0bpasoBaHuio | Beicluee obpasoBaHue - 6akanaBpuaT unm
n obydeHuo CpepnHee npodeccroHanbHoe obpa3oBaHue - NporpaMmbl MOLATOTOBKM
crneumnanvcToB CpefHero 3BeHa
[ononHnTensHoe npodgeccnoHanbHoe obpa3oBaHmne
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OpraH13aLUvoHHOMY ...
TpeboBaHus K onbITy He meHee OBYyX NeT BbINOMHEHNS paboT No opraHN3auMoHHOMY U
npakTuyeckoi paboTbl AOKYMEHTaLMOHHOMY 0GecneyeHnto AesTENbHOCTM pyKoBOAUTENS

opraHusaumu npu cpegHemM npodeccroHansHoM obpasoBaHmnn

Ocobble ycnoBusi gornycka kK
paboTe

[pyrue xapakrepucTumkm -

[ononHutenbHble XapaKTepUCTUKn

HanmeHoBaHMe goKkymeHTa Koa HaunmeHoBaHne 6a30BoW rpynnbl, JOMMKHOCTM (Npodheccum)
Unu cneunanbHocTu

OK3 2432 Bubnunotekapwn, bubnuorpadbl, JOKyMeHTOBEAb! U
crneumnanuncTbl POACTBEHHbIX Npodeccuii

EKC - CekpeTapb pykoBogutens

oKnaTpP 26341 CekpeTapb pykoBogutens

OKCO 032001 [lokymeHTOBeAEHME U OOKYMEHTAUNOHHOE obecneyeHne
ynpaBneHus

032002 [okyMeHTauMoHHOe obecneyeHmne ynpaBneHus u

apxvBoBedeHue

3.3.1. TpynoBas dyHKUuA

OkasaHve noMoLLM pyKoBOAUTEMIO B YpoBeHb
HaumeHoBaHve | nnaHvpoBaHuy paboyero BpemeHu Kog | C/01.6 |(nogypoBeHb)
KBanudukaumnm
MpoucxoxageHne 3anmMcTBOBaHO U3
P A OpuruHan X
TPYOoBOWM OYHKLMK opurMHana
Kopg PernctpaumnoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBuUSA Bbibop dopmbl nnaHupoBaHus 1M odopMIieHMe NMaHMPOBLUMKA (OpraHansepa)
pykoBoauTens

BHeceHune nHdopmMaLmm B NNaHNPOBLLKK (OpraHamn3ep)

CornacoBaHue ¢ pykoBoauTenemM BpeMeHHbIX NiiaHOB

CornacoBaHue TenegoHHbIX MeperoBopoB, BCTPEY W MeponpuaTuin  C
napTHepamu, KNMMeHTamu, PyKOBOAUTENSMU NOAPa3AeneHunid U CoTpyaHUKamu

NHbopmmpoBaHne pykoBoaUTENs O perfnamMmeHTe HaMmeUyeHHbIX MeponpuUsaTUi
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Hata coxpaHeHusi: 02.02.2017

MpepynpexaeHue o NPUBAVKEHNW BPEMEHN HAMEYEHHbLIX MEPOTPUSTUN

dopmupoBaHme pesepBa BpeMeHW Anst HenpeaBUAEHHbIX CUTYaLUui

Heobxogumble YMEeHUuaA YcTtaHaBnuBaTtb Lenu, onpenenAaTb nepapxuro uenen

OnpenenaTe NPUOPUTETHOCTb U OYEPEAHOCTb BbINOMNHEHUS paboT u adppekTnBHO
pacnpenenate paboyee Bpems

OkasbiBaTb NOMOLLb PpyKOBOAUTESIO B pacrnpeneneHnm ero pa6oqero BpeMeH!N

Bbibupatb onTumanbHble Cnocobbl WMHMOPMUPOBAHMSA MNApPTHEPOB, KIMEHTOB,
noceTuTenen, pykosoauTenen noapasfgeneHnuin u COTPYAHUKOB O NaHUPYeMbIX
MepOoNPUATUSIX

Ob6ecneunBatb MHOPMaLIMOHHYO Be30NacHOCTb AEATENBHOCTU OpraHM3auum

Heobxoaumsblie 3HaHMsA | Cnieunduka OCHOBHOM AeATeNbHOCTU opraHu3aLmm

OCHOBbI aAMUHUCTPATMBHOIO NpaBa U TPYAOBOro 3akoHodaTenscTea Poccuickon
denepaumm

PykoBoasLuiA cocTaB opraHusauum u ee noapasneneHunii

dyHKUMN cCaMOMeEHeIKMEHTA

[NocTaHoBKa Uenen

MpaBuna npoBeaeHWs AenoBbIX NEPErOBOPOB

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepucTunkm

3.3.2. TpynoBas dyHKLMSA

MnaHnpoBaHne paboyero aHs cekpeTapsi YpoBeHb
HanmeHoBaHve Kog | C/02.6 |(nogypoBeHb)
KBanudukaumm
MpoucxoxaeHue 3aMmMmcTBOBaHO U3
P KA OpvrnHan X
TPYAOBOM OYHKLUN opuruHana
Koa PernctpaunoHHbIN
opurMHana HomMep
npogeccuoHansHoro
cTaHgapTa
TpynoBble AencTBuA Beibop 1 ochopmMneHne nnaHNpoBLLMKa cekpeTaps

BeneHne aHeBHUKa (Ha 3NEKTPOHHOM /NN ByMaXHOM HOocuTene)

CornacoBaHue NnaHoB ¢ NjiaHaMu 1 cpokamu paboTbl pyKOBOAUTENS
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PacnpegeneHve paboyero BpeMeHu (Ha AeHb, Hedento, NepcnekTuBY)

I'IepeHeceHme HEBbINOJIHEHHbIX 3anj1laHNPOBaHHbIX 3ada4

BbINOSIHEHME TUNWYHBIX EXXeOQHEBHbIX Aen

Heobxogumble ymeHus | Boibupatbe n opopMnaTb NNaHMpOBLLKK

BHocuTb 1 oTcnexueaTb VIHCpOpMaU,VIIO Ha O3J1IEKTPOHHOM n/nnu 6yMa)KHOM
HocuTene

PaccTtaBnatb npunopuUTeThl, BblAENATb BaXXHOE N CPOYHOE

BbiGMpaTb onTUMarnbHbIi pUTM paboThbl

AHaJ'II/I3I/IpOBaTb NPUYNHBbI HEBbLINOJNMTHEHNA 3aaaud

anMeHﬂTb VIH(*)OpMaLI,VIOH HO-KOMMYHUKALUMOHHbIE TEXHOIIOTUN

Heobxogumble 3HaHmsa | OcobeHHOCTN O OpPMAEHNs NNaHMpPOBLUMKA (Ha OSMNEKTPOHHOM K BymaxHOM
HOCUTENSAX)

OcHoBBbI yNpaBneHns BpeMeHeM

Lpyrve xapaKTepucTuku

3.3.3. TpynoBas dyHKUMA

OpraHusauunst TenedoHHbIX NeperoBopoB YpoBeHb
HanmeHoBaHvne | pykoBogutens Kog | C/03.6 |(nogypoBeHb)
KBanudunkaumm

MpouncxoxaeHue 3anmmMcTBOBaHO U3
o OpvirnHan X
TPYAOBOM OYHKLUM opuruHana

Kopg PernctpaunoHHbIn
opurnHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble AencTBUA BegeHue 6a3bl TenedOoHHbIX KOHTAKTOB PyKOBOAUTENS

CoenunHeHne pykoBoaAnUTeENA C KOHKPETHbIMU aboHeHTamu

MoaroToBka maTepuanos Anst TenedgoHHbIX NEPEroBOPOB PyKOBOAUTENS

PeFI/ICTpaLI,I/IFl nocTtynarwwmnx B NPUEMHYHO Teﬂed)OHHbIX 3BOHKOB

I'IepeHanpaBneHme OoTAENbHbIX Teﬂe(*)OHHbIX 3BOHKOB 3amMmecTutenam
pykoBoaAuUTend, opyrum coTpyaHnKkam

MonyyeHne Heobxogumon wHOpPMaLMM W nepefada CaHKLMOHUPOBAHHOMW
MHdopMaLun no TenedoHy
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YcTaHOBReHMe KoHTakTa ¢ cobeceaHVKoM, MoadepkaHue W pasBuTue OeSloBon
Gecenpl B npoLecce TenedoHHbIX NEPEroBopoB

OkasaHue NoMOLLU PYKOBOAUTENIO NPW OpraHun3aumMm v NpoBeaeHUn TenedOoHHbIX
NeperoBOpoOB 1 BUAEOKOH(EPEHLNIA

Heobxogumble ymeHus |Bectn u wncnoneb3oBate B pabote 6a3y AaHHbIX TenegoOHHbIX KOHTaKTOB
pykoBoauTens

Mcnonb3oBaTb cpeactBa KOMMYHWKALMOHHOW OPITEXHVKM Ans MOfyYeHust U
nepegayv uHgopMaumm

Bectn ydeTHble  peructpauuMoHHble  (POpMbl,  UCMOMb3oBaTb WX  ANS
UHOPMALUNOHHOW paboTbl M paboTbl MO KOHTPOMK WCMOMHEHUS peLUEeHUn
pykoBoauTens

CrnaxuBaTb KOH(*)J'IMKTHbIe N CNOXHble CUTyaunn MeXrnnM4HOCTHOIro obweHuns

Wcnonb3oBaTb TexHMYEeCKMe W MporpamMmHble CpeacTBa And npoBedeHus
roriocoBOW U BUAEO-KOH(EPEHL-CBA3M

ObecneunBaTb I/IH(bOpMaU,VIOHHyIO ©e30nacHOCTb AeSATENbHOCTH opraHunsauunmn

CobntogaTb cnyxebHbl 3TukeT

Heobxogumble 3HaHUS Teﬂe(t)OHHble KOHTaKTbl pyKOBOOUTENA

®yHkUMKM, 3agaun, CTPYKTypa opraHu3auun, ee CBA3M N0 BepTukanu wu
ropu3oHTanm

lMpaBuna B3aMMoAencTBMA C NapTHepamu, KrMeHTamu, cpeactBamum MaccoBOM
WHopmauum

I'Ipanma nogaepXXaHma n pas3Bntma MexXnn4HOCTHbIX OTHOLLEHWI

I'Ipanma npoeegeHna OenoBbiX neperoBopos

MpaBuna 3awnTbl KOHKAEHUManbHOM nHdopmaLmMm

TpeboBaHusa oxpaHbl Tpyga

Ipyrve .
XapaKTepUucTukmn

3.3.4. TpynoBsas pyHKLMSA

OpraHusaunsi KOMaHOMPOBOK PYKOBOAUTENS YpoBeHb
HavmeHoBaHue Koa C/04.6 |(noaypoBeHb)
KBanudukauum
MpouncxoxaeHue o 3amMmcTBOBaHO 13
o purnHan X
TPyaoBon yHKLNN opurMHana
Kon PernctpaumnoHHbIn
opurMHana HOMeEp
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NpodeCCMOHaNbHOro
cTaHfgapTa

Tpynosble gevictBust | NoAarotToBka NpoekTa cnyxebHOro 3afaHns pykoBoauTens

lMoaroToBka npoekTa npukasa o cnyxebHom kKoMaHAMPOBKe

Bbinncka KOMaHAMPOBOYHOIO  YOOCTOBEPEHMS W €ro  perncrtpaumus npu
HeobxoaMmMocTH

MogroToBka OOKYMEHTOB Ha nojlydeHne Bu3bl, 3arpaHnM4HOro nacnoprta

3aka3s XKene3HoO0opPOXKHbIX n aBnabuneTos, rocTunHnu, TPaHCNOPTHOIo
obecneyeHust pykoBoauTend

OdopmneHne nporpaMmmbl  MOE3OKW, YTOYHEHME OCOBeHHOCTEen npoToKona
nnaHMpyemblX MeponpuaTuii

MogroToBka AOOKYMEHTOB K noes3aKke pykoBoautena

YTouHeHuWe gaTbl, JOMKHOCTEN, (haMunuin B NporpamMmme KOMaHAMPOBKM

MpopaboTka MapLupyTa pyKoBOAMTENS, YBsI3Ka ero ¢ pacrnMcaHmeM TpaHcrnopTa

O6paboTka MmaTepmnanoB KOMaHANPOBKK, 0POPMIIEHME OTHETa O KOMaHONPOBKE

Heobxogumble yYMeHua Od)OpMJ'IFITb aBaHCOBble OTYETbl pykKOBOAOAUTENA

OpraHun30BbIBaTb BCTPEYU PYKOBOAUTENS C MPUHMMAIOLLEN CTOPOHON

Od)OpMJ'IFITb KOMaHONPOBOYHbIE JOKYMEHTDI

Ob6pabatbiBaTb  OOKYMEHTbl W MaTepuanbl N0  pesynbTataM  MOe3dKu
pykoBoauTens

Ob6ecneunBaTb paboTy ogrca BO BpEMSI OTCYTCTBUSI PYKOBOAUTENS

MprMeHsATb cnocobbl 4eNoBOro O6LLEeHUs!

Mcnonb3osaTb cpeacTBa KOMMYHUKaUUK ans obecrneyeHns B3aumoaencTBus ¢
pYKOBOAMTENEM BO BPEMS €ro AeN0oBON Noe3aKku

Heobxogumble 3HaHUS nopﬂLI,OK noaroToBkn u npoBeaeHnAa KoMmaHOnpoBOK

Mopsnok oopMneHUst AOKYMEHTOB AN KOMaHAMPOBKM U OTYETHBIX JOKYMEHTOB
Nno KOMaHAMPOBKE pyKoBOAUTENS

[enoson npoTokon

3OTuka penosoro obueHna

Ipyrve .
XapaKTepUcTukun

3.3.5. TpynoBas pyHKLMA
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opraHnsaunoHHOMY ...
OpraHu3auuns paboTbl C TOCETUTENAMU B YpoBeHb
HanmeHoBaHMe | npueMHoOM pykoBOaUTENS Koa C/05.6 |(noaypoBeHb)
KBanudukaumm
MpoucxoxaeHune 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYAOBON OYHKLUN opuruHana
Kon PernctpaunoHHbIn
opurnHana HoMep
npoceCccuoHansHoro
cTaHpapTa

TpynoBble AencTeus

OpFaHl/I3aU,I/IFI JINYHOro npnema noceTuTenemn pykoBoautenem

YcTaHoBneHve nopsgka npuemMa Ans pasnuyHbIX KaTeropuin noceTutenen

BepneHue xypHana npegBapuTeribHOM 3anncu Ha npuem

Pernctpauuns nocetutenen

CopeicTBrie onepaTMBHOMY PacCMOTPEHMI0 NPOCkO 1 NPeanoXeHnin noceTuTenei
¥ COTPYAHMKOB OpraHusaumm

OpraHu3zauust npMemMa JenoBbiX NapTHepoB B oduce

OpraHusauumsa obcnyxmBaHus pyKoBoAMUTENS U €ro AeNnoBbix NapTHEPOB B oduce

CepBupoBka YaiHoro (kogenHoro) ctona B ocuce

MpuHATME Mep NO COXpaHEeHMI0 KOMMEPYECKOW TarHbl B Xoge rnpuema
nocetTutTenemn u Nx HaxoXAaeHnst B NPUEMHON U kabuHeTe pykoBoanTens

HeobGxoammble yMmeHusi

OpFaHM3OBbIBaTb n obecneymBaTthb NIMYHbIE KOHTAKTbI pykoBoauTena

YnpaBnsTb KOHIMKTaMu

YuntbiBaTb MNCUMXONOTMYECKME OCOBEHHOCTU TMYHOCTU MpPY PasfinyHbIX Buaax
npodeccroHanbHoro obLeHus

VMcnonb3oBaTb YCTAHOBMEHHbIE NpaBuna U npoueaypbl KOMMYHMKaUUW BHYTPU
opraHu3aumu

BecTn yyeTHble  pernctpauuoHHble  opMbl, UcMonb3oBaTb WX  AnA
MHbOPMAaLIMOHHON paBoTbl M paboTbl MO KOHTPOSO WCMOMHEHUS peLleHuit
pykoBoauTens

CosgaBaTb NONOXUTENBHbLIA UMUK opraHm3auum

MprHMMaTL Mepbl MO pas3peLLeHNIo KOHMITUKTHBIX CUTyaLniA

anMeHﬂTb I/IH(bOpMaLI,VIOHHO-KOM MYHUKaLWNOHHbIEe TEXHOIOIMN

Ob6ecneunBatb KOHPUAEHUMANBHOCTL B MPUEMHOW M KabuHeTe pykoBoaUTENS,
COXpPaHATb KOHMAeHUManbHy0 NHOPMaLno B TanHe
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Heobxogumble 3HaHUs l'lpanma opraHunsauunm npunema nocetTutenen

[MpaBnna genosoro obLeHns

ﬂpanma pe4yeBoro aTukeTa

MpaBuna ycTaHOBNEHUA KOHTAKTa, NOOAEPXKAHUA N Pa3BUTUS MEXITUYHOCTHbIX
OTHOLLIEHUN

CTpykTypa opraHusaumm W pacnpegeneHve QYHKUMA MeXay CTPYKTYPHbIMM
nogpasfeneHusaMu 1 creumuanuctTamm

MpaBuna opraHMsaummn NpMeMoB B odnce

OTUKET M OCHOBbI MEXAYHAPOAHOro NPOTOKONa

MpaBuna cepBMPOBKN YanHOro (KogenHoro) ctona

I'Ipanma NPUroToBneHna n nogadn ropAavYnx HanMTKoB N 3aKyCOK K HUM

MpaBuna 3awwmTbl KOHGUAEHUMANbHOM cnyxebHon nHopmaumm

Opyrve -
XapaKTepucTukmn

3.3.6. Tpynosas pyHKLMSA

OpraHu3auns NoaAroToBKu, MPOBEAEHNS U YpoBeHb
HanmeHoBaHve | ob6CnyxmMBaHMsA KOHEPEHTHBIX MEPOMPUATUN Koa C/06.6 |(noaypoBeHb)
KBanudukaumum
MpouncxoxaeHune 3anmcTBOBaHO U3
P I OpvirnHan X
TPYOOBOM OyHKLMK opurMHana
Ko PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHpapTa

pr,EI,OBbIe nencTeus MogroToBKa NOBECTKM OHSA mMeponpuaTmna

OdbopmreHne crnmcka y4acTHUKOB MEPONpPUATUS

NHopMMpOBaHMe YYaCTHUKOB O HamMeyvaloweMcs MEpPOMNpUSTUM U YCIOBUAX
yyacTus

BbiGop MecTa 1 BpeMeHM NpoBedeHNst MeponpusaTms

lMogroToBka NpeaBapuTESIbHON CMETbI pacxodoB

Paccbinka I'IpI/IFJ'IaLLIeHMI7I noareepamMBLLMM y4acTue B MeponpuAaTumn

C6op TEKCTOB [OKNAA0B U NPOEKTOB UTOrOBLIX JOKYMEHTOB Y AOKNaA4YNKOB
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Paccbinka  MH(OPMAaLUMOHHLIX  MaTepuarnoB  y4acTHUKAM  KOH(EPEHTHOro
MeponpusATUs

CocTaBneHune sIBOYHbIX IUCTOB U Ccncka permcrpaunm y4aCtTHMKOB MeponpuaTua

3akyrka KaHLenspckMx ToBapoB 1 NPoAyKToB Ansi obecneyeHust kode-nays

PeweHne BOMPOCOB TEXHUYECKOIro OCHalleHNA MeponpuaTnAa

MomoLb B NOAroToBKE AokNnaga pykoBoauTend, npe3eHTauMOHHbIX MmaTepumnanoB

OpraHmsaumq noaroToBKM npes3nanyma v pa6oqv|x MeCT y4aCTHUKOB

OpraHusaumsi BCTpeum 1 pernctpaums y4acTHMKOB MEPONpUSITUS

BegeHue npotokona meponpuatus

OpraHusaumsi cepBuUCHOro o6cnyxMBaHust Bo Bpemsi koche-nays

OpraHusaumsi  KynbTypHO-MacCOBbIX  MEpPOMNpUATWMA,  TPaHCMOPTHOTO U
rOCTUHUYHOTrO obecneyeHns

Heobxogumble ymenus | OpraHu3oBbiBaTb  NPOLECC  MOArOTOBKM K MPOBEAEHUI0  KOH(epeHTHOro
MEepOonpuATUA MHAMBUAYaNbHO U B cOCTaBe paboyen rpynnbi

JlokyMmeHTUpoBaTb pasHble 3Tanbl Npoleaypbl MOArOTOBKM U NpoBedeHust
KOH(EPEHTHOIrO0 MeponpuUATUS

MepepaBsatb  uHdOpMaLMi,  AOKYMEHTbl M MmaTepuanbl  y4acTHWKaMm
KOH()EePEHTHOro MeponpuATUA

MopgrotaBnueaTe M 06opygoBaTh CTON Npe3ugnyma u paboyne mecta y4acTHUKOB
coBellaHus (3acegaHuns)

CepBupoBaTh YaviHbIv (KOheliHbIN) CTOMN BO BpeMs NpoBeaeHns kode-nays

CobntogaTtb npasuna genoBoro 3TMKeTa U NpoTokona

MopaepxuBaTh UMUK OpraHusauum

CospgaBaTb UMMAX ceKkpeTapH, COOTBGTCTBytOLLI,VIVI MMNOXY opraHnsauunm

Pabotatb ¢ wuHdOpMauuen, aHanuM3uMpoBaTb W NpeacTaBnsATe €€ B
cucTtemMaTnsnpoBaHHOM BUae

Ob6ecneunBaTtb 6€30MacHOCTL AEATENBHOCTM OpraHn3auum

an/IMeHﬂTb VIH(*)OpMaLI,MOHHO-KOMMyHMKaLI,I/IOHHbIe TEXHOI0rMn

Ob6ecneunBatb KOMAOPT YHACTHUKOB KOH(EPEHTHOrO MEpOonpusTUS, Nomoratb B
BOMpocax NPOXMBaHWS, TPAHCMNOPTHOro obecneveHms

Heobxogumble 3HaHus | Komnnekc OpraHn3aunmoHHO-TEXHNYECKUX MepOI'IpI/IﬂTVIIZ no noarotoBke wu
nposeneHnto coBeLlaHui n neperosopos, B TOM YnUcne MexgyHapoaHbIX

MpaBuna BefeHWs, NOATOTOBKM U OCHOPMIIEHMs] MPOTOKOMA U APYrX AOKYMEHTOB,
CO3[jaBaeMbliX B NMPOLecce NoAroTOBKN KOH(DEPEHTHOTO MEPONPUSTUS
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CocTaBrneHune cMeThl pacxoaos

OcCHOBbI HanucaHusa peyven 1 oKNagoB pykoBoauTens

lMpaBuna ycTaHOBNEHUS KOHTAKTA, NOAOEPXaHWUS U PasBUTUS MEXITMYHOCTHbIX
OTHOLLEHUN

MpaBuna genoBoro obLeHns, 4enoBOro aTuKeTa

OTUKET N OCHOBBI MeXayHapodHOro npoToKosia

MpaBuna npoBeaeHWs 4enoBbIX NEPErOBOPOB

MpaBuna 3awwmTbl KOHPOUAEHUMANBLHOM cnyxebHon nHopmaumm

TpeboBaHusa oxpaHbl Tpyaa

Opyrve -
XapakTepuCTUKM

3.3.7. TpypoBas oyHKUNA

OpraHuzauns UCNOSTHEHUS PELLEHUN, YpoBeHb
HanmeHoBaHMe | oOCyLLECTBIIEHNE KOHTPOIIS UCMONHEHWS Kon C/07.6 |(nogypoBeHb)

nopy4eHun pykoBoaMUTENS KBanudpukaumm
MpouncxoxaeHne 3anmMcTBOBaHO U3

P A OpuruHan X
TPYOOoBOWM OYHKLMK opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

Tpyoosble genctBusa | JokyMeHTanbHoe oopMIeHne peLleHnn pykoBoamTens

[loBefeHve 00 cBeaeHns paboTHNKOB OpraHM3aLum pacropskeHuin pykosoauTens

KOOpD,I/IHaLI,I/Iﬂ neAaTenbHOCTU NO UCNOJTHEHUIO peLueHMﬁ pykoBoauTend

BefeHune cpokoBOro TeKyLero u npeaynpeamTenbHOro KoHTpons

I'IpOBepKa NncnoJiHeHuna nopyquM|7| pykoBOOUTENA B yCTaHOBﬂeHHbIVI CpOK

MpenynpexaeHve COTPYOHUMKOB OO MCTEYEHMM CpOKa WCMOSTHEHWUS MOPYYEHUN
pykoBoauTens

dukcaumsa UCNONHEHNs NOpyYeHUi

CocTaBneHne OTYETOB U aHaNUTMYECKMX CMPABOK O BbIMOMHEHUN MOPYYEHUIA U
peLLeHnit pykoBoauTens

Heobxogumble ymeHus | Bectn cpokoByto KapToTeKy
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Bectun y4yeTHbl€ perncrtpaunoHHble CpOprI, ncnonb3oBatb UX AOnd paGOTbI no
KOHTPOJTHO UCNOJTHEeHUA I'IOpy‘-IGHVIVI pyKkoBoOUTENA

PaGoTtaTk ¢ MH(OpMaLMEit No KOHTPOMIO, CUCTEMAaTU3NPOBAaTL ee U NPeACTaBnsAThb
B BUAE CBOAHLIX [JOKYMEHTOB

Mcnonb3oBaTtb cpencrtea KOMMYyHMKaumMn ona nepegadmn nopyquMVl pykoBoauTena

VMcnonb3oBaTb COBpeMeEHHble cpeacTtBa cbopa M 006paboTKM  KOHTPOMbHOW
MHopMaumn

MpuMeHATb MHPOPMAaLMOHHO-KOMMYHMWKALMOHHbIE TEXHOMOMM

OueHuBaTtb pe3ynbTaTbl B paMKax NoCTaBJIeHHbIX 3aga4y

OcyLecTBNATL KOHTPOSb UCMOMHEHWS NOPYYEHUA PYKOBOAMTENS COTPYAHMKAMM

HeobGxoaumble 3HaHus | O6limMe TpebGoBaHUSE K CpokaM WCMOSHEHUS [OOKYMEHTOB W  KOHTPOJSbHbIM
PYHKUMAM CcryKObl JOKYMEHTALMOHHOro obecneyeHus

MpuHUMNBLI, CNOCO6LI MHPOPMUPOBAHNS COTPYOHWNKOB

3OTuKa genosBoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pykOBOACTBO opraHusaumu, obpasubl
noanucen PYKOBOASLUMX COTPYOAHMKOB, KPYr MX MOMHOMOYMA U OTPaAHUYEHUs] UX
30H OTBETCTBEHHOCTU

VlHCTpYKLI,I/II/I no genonpon3BoacTtey M APYrMM JokKalfibHbIM HOPMAaTUBHbIM akTam,
yCTaHaBnMBawLWMM NMOpAAO0K peanu3aunm ynpasreH4YeCKnux npouenyp

Opyrve -
XapaKTepUcTukmn

3.3.8. TpynoBble pyHKLUMMU

OpraHusauus n nogaepxaHue YpoBeHb
HanmeHoBaHne | hyHKUMOHaANbLHOro paboyero NpocTpaHCcTBa Kog C/08.6 |(noaypoBeHb)

nNpuemMHon 1 kabuHeTa pykoBoguTens KBanvdukaumm
lNpouncxoxaeHue 3anmcTBOBaHO 13

P KA OpurnHan X
TPYOoBOWM PyHKLMK opuruHana
Kopg PernctpaunoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

Tpynosble genictBua | ObecnedeHne pabovero mecta pyKoBOAMTENS HeobxoouMbiMKM  CPeacTBaMu
OpraHn3auMoHHON TEXHUKN, KAHLENAPCKUMUN NPUHAANEXHOCTSAMUN

OpraHuzaums NpuemMHo odmca B COOTBETCTBUMU C TpeboBaHUSAMW 3PrOHOMUKN U
KynbTypbl TPyAa
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opraHu3aLnoHHOMY ...
OpraHusauns ooopMneHns MHTepbepa NPUEMHON PYKOBOANUTENS
O6opynoBaHne paboyero mMecTa OPrTEXHUKOW, MNEPCOHaNbHbIM KOMMLIOTEPOM,
BCMOMOraTenbHOW TEXHUKON
OpraHuzaunss 060pyaoBaHUS MPUEMHOM CUCTEMAMMU XpaHEHWsl, HeobXoaAMMbIMU
npucnocobneHnsimn, obecnevyeHms KaHUEeNaPCKMMM ToBapamm
Ob6ecneyeHne xpaHeHUs 1 3aMeHbl pacXOAHbIX MaTepunanoB, MOBCEAHEBHbIA YXOA4
3a OpPrTeXHUKOM
3akas KaHLensipCckMx TOBapOB, MMrMeHNYecknx ToBapoB, MPOAYKTOB NUTaHUSA
Heobxogumble CospnaBatb ycrnoBusi, obecneuymnBatoLLme acpdekTnBHy0 paboTy pykoBoguTens
YMeHUs!

rlpVIMeHFlTb B COOTBETCTBMN C HAa3Ha4YeHneM cpeacrtea OpFaHI/I3aLI,VIOHHOl7I TEeXHUKMN,
KaHUuendapckme npuHagnexHocTn

OcHawatb paboyee MecTo pyKOBOAMTENS U CBoe paboyee MeCTO HEOOXOAMMbIM
obopyaoBaHmem

OcylecTBNATL 3aMeHy pacxodHbIX MaTepuaroB, yXO[ 3a OPrTeXHUKON

OcyLecTBNATb MOBCEAHEBHbIA yX0n4 3a KOMWpOBarbHbIM anmnapaTtoM, 3aMeHy WU
XpaHeHne KapTpuaXKen, ToHepa

KOHTpOJ'II/IpOBaTb COCTOAHME W MNONOJIHATE 3anacbl KaHUENAPCKUX TOBaApOB,
cpencTB rmMrMeHbl, NPOAYKTOB NUTaHNA

HeobGxoaumble 3HaHus | TpeboBaHUsl oxpaHbl Tpyda, MPOM3BOACTBEHHOW CaHWTapuW, NPOTMBOMOXapHO
3awmnThbl

OCHOBbI NpaBUNBHOW  OpraHuM3auun Tpyda W MeToAbl MOBbIWEHUS  €ro
3hPEKTUBHOCTH

OCHOBbI 3proHOMMKM odpmca 1 PIOPUCTUKM

CTaHOapTbl M pekomeHAauun no o6opyaoBaHnio OQUCHBLIX MOMELLEHWI

CocTtaB opraHn3aunoHHON TEXHUKK, ee YCTPONCTBO M NOpsSgoK paboThl ¢ Hen

Ipyrve -
XapaKTepUucTukmn

3.3.9. Tpynosas pyHKLMSA

Pa3paboTka nokanbHbIX HOPMATUBHbIX aKTOB, YpoBeHb
HaumeHoBaHve | pernaMmeHTupyowmnx paboTy cekpeTaps Koa C/09.6 |(noaypoBeHb)
KBanudukauum
HpomcxormeHme OpuruHan X 3anmcTBOBaHO U3
TPYOOBOM PYHKLMK opurMHana
Kon PernctpaunoHHbIn
opuruHana Homep
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NpodeCCMOHaNbHOro
cTaHfgapTa

TpynoBble gelicTBust | PaspaboTka JOMKHOCTHOW MHCTPYKLMK cekpeTapst

PaspaboTka nonoxeHus o cekpetapuare

Pa3paboTka MHCTPYKLMM MO AENONPOM3BOACTBY

Heobxogumble ymeHus | CoctaBnatb U 0poOpMNATbL OpraHM3aLMOHHbIE U METOANYECKNE OOKYMEHThI

Peﬂ,aKTI/IpOBaTb TEKCThbI Cﬂy)Ke6HbIX OOKYyMEHTOB

Pabotatb co BCelW COBOKYNHOCTbIO  MHEOPMALMOHHO-OOKYMEHTALMOHHbBIX
pecypcoB opraHusaumu

Monb3oBaTbcsa 6azamu OaHHbIX, B TOM Ynche yoaneHHbIMU 0asamMu gaHHbIX

Mcnonb3oBaTtb cnpaBoO4Hble NpaBOBble CUCTEMbI

PaGoTaTb C KOMNbIOTEPOM, KaTanoramu (nankamu) 1 dannaMmm, ckaHepom

Monb3oBaTbCcs OPUCHBLIM NAaKeTOM (TEKCTOBLIN pegakTop, Tabnuubl)

Monb3oBaTbcsa NnepudepUinHBIMU YCTPONCTBAMU U OPITEXHUKON

lMonb3oBaTbCA 3MEKTPOHHOM NOYTON

Monb3oBaTbCcs cuctemMamm AJ1IEKTPOHHOIO /J,OKYMeHTOO60pOTa

Heobxogumble 3HaHus |MpaBoBble OCHOBbI ynpasneHus (OCHOBbI aAMUHUCTPATUMBHOMO, TPYAOBOrO U
rpakgaHcKoro npasa)

ﬂeVICTBYIOU_LMe npaBoBble aKThbl, HOPMAaTMBHO-MeTOANYECKNEe  OOKYMEHTDI,
rocygapCtBeHHble CTaHOapThbl, onpegendrlowme nopAanok OOKYMEeHTalUOHHOro
obecneyeHust ynpasneHna

CTpyKkTypa, pPyKOBOACTBO CTPYKTYPHbIX MoApasaeneHuii, obpasubl nognvcen nuu,
MMelLLMX NpaBo NoANUCaHUS U YTBEPXKAEHNS JOKYMEHTOB, ¥ OFPaHUYEHUST UX 30H
OTBETCTBEHHOCTM

I'Ipanu'la OOKYMEeHTaUuMOHHOIro obecneyeHus 0eAaTenbHOCTU opraHu3auunmn

Mopsiaok paboTbl C AOKYMEHTaMu

TpeﬁOBaHI/Iﬂ, npegbvdaBndeMble K JOKYMEHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
akKTamMn u rocygapCrtBeHHbIMU CTaHOapTaMu

MpaBuna cocTaBneHusi opraHM3auMOHHbIX AOKYMEHTOB (MOMOXEHUA, MHCTPYKUMA,
pernameHToB)

Buabl SOKYMEHTOB, MX HA3Ha4YeHue

OcHoBbI ,EI,OKyMeHTHOIZ JIMHIBUCTUKN

TpeboBaHus oxpaHbl Tpyaa
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Opyrve
XapakTepUCTUKK

3.3.10. TpynoBas cyHKUNA

CocTtaBneHve n ogopmrieHme YpoBeHb
HanmeHoBaHMe |ynpaBneH4YyecKom JOKYMeHTaLmm Koa C/10.6 |(noaypoBeHb)
KBanudukauum

MpouncxoxaeHune
TPyoOBOM PYHKLUK

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

3anmcTBOBaHO U3

OpuruHan X
opuruHana
Kopg PernctpaumnoHHbIn
opuruHana HOoMmep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus

CocTaBneHMe MpPOEKTOB pacrnopsauTernbHbiX (NMpuKasbl, pacrnopsikeHus) u
MH(POPMALIMOHHO-CMPABOYHbIX  [OKYMEHTOB (Cny)keGHble nucbMma, Crpaeku,
[OKnagHble 1 cnyxebHble 3an1cku)

MevaTb cnyxebHbIX JOKYMEHTOB U ApYrux Matepuanos

PaamHoxeHune CJ'IY)Ke6HbIX OOKYMEHTOB

KoHTponb  MpoxoxaeHus OOKYMEHTOB B opraHusauum  (cornacoBaHue,
noanucaHue u yTeepxaeHue JOKyMeHTa)

Heobxogumble ymeHus

Peﬂ,aKTI/IpOBaTb TEeKCTbl CJ'Iy)K66HbIX OOKYMEHTOB

Monb3oBaTbCA YHUDULMPOBAHHBIMI hOpMamy JOKYMEHTOB

OdopmnsiTe  kaccoBble (PUHAHCOBbIE [AOKYMEHTbI W [OKYMEHTbl MO  Yy4eTy
HaKknagHbIX pacxoaoB

Mevatatb cny>|<e6H ble JOKYMEHTbI

Monb3oBaTtbcsa NepuepUnHLIMN YCTPONCTBAMM N OPITEXHUKOWN

Pa6oTtatb Cc KOMMbKOTEPOM, CKaHEPOM

Monb3oBaTbCcA OUCHBIM NAKETOM (TEKCTOBLIN pefgakTop, Tabnuubl)

Monb3oBaTbCs 3NIEKTPOHHOM NOYTON

Monb3oBaTbCA CUCTEMAMM 3MEKTPOHHOMO AOKyMeHToo6opoTa

ObecneunBaTtb 6e3onacHOCTb AeATENBHOCTH opraHmnsauunm

Heobxoaumble 3HaHuSA

[MpaBoBble OCHOBbI YyrnpaBneHus (OCHOBbI aAMWHWCTPATUBHOrO, TPYAOBOrO W
XO35IACTBEHHOIO NMpaga)

CTpyKkTypa opraHu3auuv, pyKOBOACTBO CTPYKTYPHbIX nodpasfeneHui, obpasub
noanucen nuu, VMeKLMX MpaBo MOAMUCAHWA U YTBEPXOEHUA OOKYMEHTOB, U
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Hata coxpaHeHusi: 02.02.2017

orpaHun4eHnd nx 30H oTBETCTBEHHOCTU

I'Ipanma OOKYMEHTaUuMOHHOIro obecneyveHnsa geaTenbHOCTH OopraHun3auunmn

Mopsinok paboTbl C AOKYMEHTaMM

Tpe6OBaHI/IF|, npeavaBndeMble K JOKYyMEeHTaM B COOTBETCTBMU C HOPMaTUBHbIMU
akTamMmu n rocygapCrtBeHHbIMMU CTaHOapTaMu

Buabl AOOKYMEHTOB, X Ha3Ha4YeHune

MpaBuna cornacoBaHns JOKYMEHTOB OpraHmM3aumm (BHyTPEHHErO U BHELLHErO)

I'Ipanu'la noanncaHuna n yTeepxxgeHna JOKYMEHTOB

MpaBuna coctaBneHns M odopMreHns  MH(OPMaLMOHHO-CNPaABOYHbIX,
ynpaBfieH4YeCcKMX AOKYMEHTOB M CryebHbIx nncem

OcHosBbl ﬂ,OKyMeHTHOVI JIMHIBUCTUKHN

FpammaqueCKMe npasuna pyccKkoro A3blka

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapakTepucTUKn

3.3.11. TpynoBas pyHkuuns

OpraHusauuns paboTbl C JOKyMEHTaMu B YpoBeHb
HavmeHoBaHWe | npnemHon pykoBoguTens Koa C/11.6 |(noaypoBeHb)
KBanmdunkaumm

MpouncxoxaeHve 3anmcTBOBaHO U3
o OpuruHan X
TPYAOBOM OYHKLUM opurMHana

Kopg PernctpaunoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTens MonyyeHne, npedBapuTenbHOE PacCMOTPEHME WM COPTMPOBKA MNOCTYMalLNX B
NMPUEMHYIO PYKOBOAUTENS JOKYMEHTOB

MoproToBKka OKYMEHTOB Afsi PACCMOTPEHUS pyKOBOAMTENEM

Yyet OOKYMEHTOB, NOoCTynakwwmnx Ha nMa pykosogutTens

OpFaHI/ISaLLI/IFl AOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHune nHpopmMaLMoOHHO-CNpaBoYHON paboTbl

KOHTpOmb MCMOMHEHMSI JOKYMEHTOB U NOPYYEHWiA pyKOBOAMTENS
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Heobxogumble ymeHus | PabotaTtb ¢ BXogsLen, UCXoasiLLen, BHYTPEHHEN AOKYMEHTaUMEN

Monb3oBaTbCA cUCTEMaMM INEKTPOHHOIO AOKYMEHTOObopoTa Ans perncrpaumu,
KOHTPOIS JOKYMEHTOB 1 MHGOPMALMOHHO-CNPaBO4HOM paboThl C JOKYMEHTamMM

MpyUMeHATL MHMOPMALMOHHO-KOMMYHUKALMOHHbIE TeXHoMNorMm ans pabotsl ¢
AOKYMEeHTaMm

CocraBnsTtb u O(*)OpMﬂﬂTb HOpMaTWBHbIE aKThbl

Heo6xop,vuv|b|e 3HaHUA HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTUBHO-MeTogun4eckne LOOKYMEHTbI,
rocydapCTBEHHble CTaHAapThl, onpefendoowme nopagoK OOKYMEeHTauMOHHOro
obecneyeHns ynpasneHus

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NodpasaeneHui

CoBpeMeHHble NHPOPMAaLMOHHbIE TEXHOMOMMM PaboTbl C JOKYMEHTaMu

Mopsinok paGoTbl C JOKYMEeHTaMu, CXeMbl JOKYMeHTooGopoTa

MpaBuna paboTbl C BXOAALLMMM, UCXOOALLMMM U BHYTPEHHUMUN JOKYMEHTaMM

I'Ipanu'la opraHun3aumm KOHTPOJIA WUCNOJIHEHUA OOKYMEHTOB U TUNOBbIE CPOKU
NCNOJNTHEHNA OJOKYMEHTOB

MpaBuna cocTaBneHWs aHanuMTUYEeCKUX ChpaBOK NO opraHu3auum paboTbl C
OOKYMEHTaMM U KOHTPOIH UCMOSHEHUS AOKYMEHTOB

I'Ipanu'la co3gaHuMs U BedeHuss 6a3  gaHHbIX Cﬂy)Ke6HbIX OOKYMEHTOB B
opraHunsauunmn

CucTeMbI 3NIEKTPOHHOTO JOKYMEHTOOGopOTa

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepUCTukun

3.3.12. TpynoBas pyHkuus

OpraHu3auns XxpaHeHUs JOKYMEHTOB B YpoBeHb
HavmeHoBaHWe | npnemHon pykoBoguTens Kog C/12.6 |(nogypoBeHb)
KBanudunkaumm

MpoucxoxaeHne 3anmcTBOBaHO U3
o OpvrnHan X
TPYAOBOM OYHKLMUM opuruHana

Kopg PernctpaumnoHHbIn
opuruHana HoMmep
npodeccuoHansHoro
cTaHgapTa

TpynoBble AencTBus Pa3paboTka pa3genoB HOMEHKNATypbl AeN opraHM3aumm
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qDOpMVIpOBaHVIe n OCbOpMJ'IGHVIe Aen NnoCTtoAHHOro, goJiroBpeMeHHOro Cpokos

MogroToBka n nepegada gen B apxmB opraHn3aumnm

HeobGxoaumble ymeHus | PaspabaTtbiBaTe HOMEHKMATYpy [ern OopraHusauuMm C  y4eToM [eiCTBYHLLUX
HOPMaTVMBHO-METOANYECKUX LOKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy Aen Mpu  M3YYEHUN CTPYKTYpbl OpraHuMsauuu,
COCTaBfeHUN onucewn gen

dopmmpoBate U odopMnATb  gena B COOTBETCTBUM C  YTBEPXKAEHHON
HOMEHKNaTypow Aen opraHvMsauuu

ObecneunBaTb COXpPaHHOCTb AOKYMEHTOB OpraHnsauunmn

I'Ipomsso,qmb noAroToBKy Aen anda nepenadun B apxume

anMeHﬂTb VIHd)OpMaLI,VIOHHO-KOMMyHVIKaLI,VIOHHbIe TexXHonormn nOn4a paGOTbI C
OOKyMeHTamMun

Heo6xop,v||v|b|e 3HaHUA HOpMaTI/IBHbIe npaesoBble aKThl, HOpMaTUBHO-MeTOoan4YecKkune OOKYMEHThI,
rocydapCTBEHHble CTaHgapThl, onpegendwwme MNOpsAoK OOKYMEHTauWuOHHOro
obecneyeHus ynpasneHus

Buobl HomeHknatyp, ob6lwme TpeboBaHMs K HOMEHKNaType, MeToauka ee
COCTaBreHUsi U 0cpopMIIEHUS

Mopsgok opmupoBaHua u  odopMieHUa Jen C  ykasaHueM cneunduku
dopMUpOBaHUA OTAENbHBIX KaTeropui aen

MpaBuna xpaHeHus aen, B TOM Y1Cre C AOKYMEHTaMu OrpaHUYeHHOro 4ocTyna

I'Ipanma Bbl4a4vyn n ncnonb3oBaHNUA JOKYMEHTOB U3 C(*)OpMVIpOBaHHbIX aen

TpeboBaHusa oxpaHbl Tpyga

I'Ipanma noaroToBkM 1 nepeaadun aen B apxmB opraHn3aunm

Lpyrve -
XapaKTepucTunkm

3.3.13. Tpynosble yHKLMU

YpoBeHb
HaumeHoBaHne | ObecnevyeHne pykoBoautens nHgopmaumen Kopg C/13.6 |(noaypoBeHb)

KBanudunkaumm
I'IpomcxoZKp,eHme OpurvHan X 3anmcTBOBaHO 13
TPYAOBOM OYHKLUN opurmHana

Koa PernctpaunoHHbIN
opurMHana HoMep
npod)eccnoHanbHOro
CcTaHgapTa
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TpynoBble gecTBUS CGop 1 nepepaboTka MHGOPMaLMK, HeoBXoaAUMOW AN NPUHATUA 0BOCHOBaHHbIX
yNpaBfeHYeCKUX peLleHnit

MpoBepka [OOCTOBEPHOCTM, MOMHOTbI M HEMNPOTUBOPEYMBOCTM  [aHHbIX,
UCKItOYeHVe AyGnnpoBaHnsa MHdopmaumum

MpenocraBneHne gaHHbIX B €4MHOM M yA0OBHOM Ans BoCcnpuaTua opmate

BbisiBneHne Hanbonee 3HauYMMbIX KpUTEpPUEB cucTeMaTu3aumum MHdopmaummn ans
co3gaHusa 6a3 aaHHbIX

CDOpMI/IpOBaHI/Ie N ucnosnb3oBaHue 6a3 gaHHbIX B opraHusaummn

Heobxoaumble ymeHusi | OcywecTBnsaTb c6op, obpaboTky M aHanu3 uHdopmaumMm B COOTBETCTBUM C
TpeboBaHUAMM  KPATKOCTW, 4YETKOCTU  (HOPMYIIMPOBOK, CBOEBPEMEHHOCTM
MOCTYMNSIEHNS,, TOYHOCTM W [OOCTOBEPHOCTM, OMTUMAarbHOCTM CUCTEMaTU3aLMMU,
HenpepbIBHOCTM cbopa 1 06paboTkmn nHdopmaumm

OcyLuecTBNATL perncTpaumio, HakonmneHne u nepegadvy, cucteMaTu3anMpoBaHHOE
XpaHeHuve u Bbigayy uHdopmauum B Tpebyemon opme

CocTaBnsitb 1 Od)OpMJ'IFITb CBOAHblE, OTYETHbIE, CTaTUCTUYECKNE OOKYMEHTDI

OcywectBnsaTb 06paboTKy M CTPYyKTypupoBaHue uHGopmauumm, obpasys
VMHGOPMaLIMOHHBIE Pecypcbl

BBoanTb HOBbIE AaHHLIE B CI'IpaBO\-IHO-MHCpOpMaLlMOHHbIe CUCTEMDI

BBoauTb B NamsTb KOMMNbOoTEPA SJIEKTPOHHbIE 06p83bl OOKYMEHTOB

MponsBoanTb MOUCK MHpOpMaLMM B CyLleCcTBYWOLWMX 0a3ax AaHHbIX, BECTU
WHOPMALIMOHHO-CNPaBoOYHYyl0 paboTy Ha OCHOBE pasnuyHbiX KOMOMHauun
NMOMCKOBbIX NMPU3HAKOB

anMeHﬂTb VIH(*)OpMaLI,MOHHO-KOMMyHMKaLI,VIOHHbIe TEXHOI0ormn

Heobxogumble 3HaHMs | OCOGEHHOCTM (HOPMUPOBAHWUA BHELIHWX W BHYTPEHHWUX WMH(OPMAaLMOHHbIX
NMOTOKOB

CocTaB BHELUHNX I/IH(bOpMaLI,I/IOHHbIX NOTOKOB

CocTaB BHYTPEHHUX NHHOPMALIMOHHbBIX NOTOKOB

CprKTypa opraHunsauunm n nopAagok B3anMMOAENCTBUSA nop,pasp,eneHMlZ n CJ'Iy)K6

OcobeHHOCTM hopmmpoBaHMsa 6a3 AaHHbBIX B OpraHn3aumm

CoBpeMeHHble HayyHble MeToAbl M TexXHWYeckue CpeacTBa, CrnocobCTByloLLIME
c6opy, 06paboTke, CoXpaHeHuo 1 Nepeaade NHPOPMaLIMOHHBIX NOTOKOB

MeToabl 00paboTkn MHGOpMaUMM C NPUMEHEHMEM COBPEMEHHBIX TEXHUYECKUX
CpeacTB KOMMYHUKaLMIA N CBA3W, BEIYUCIIUTENBHON TEXHUKN

TpeboBaHus oxpaHbl Tpyaa

Iipyrve :
XapaKTepUCTukn
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3.3.14. Tpynosas pyHkums

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

OpraHun3aums MHOPMaLMOHHOTo
Bspz)awmoneuﬁcmmq:) ?(oslc;lumenﬂ c YpogeHb
HanmeHoBaHve y Koa C/14.6 |(nogypoBeHb)
nogpasfeneHnsiMun 1 4OMKHOCTHLIMY NULLaMM
KBanudukaumm
opraHmsaumm
MpoucxoxgeHve 3aMMcTBOBaHO 13
P L OpwurunHan X
TPYOOBOM PYHKLUK opurMHana
Kog PernctpaunoHHbIn
opvrMHana Homep
npodeccuoHanbHoro
cTanfapTa

TpyooBble AeNCTBUSA

NHdopmmpoBaHne paboTHMKOB OpraHusauum 0 peLleHnsx pykosogutens

OpraHusauus obMeHa MHdopMaLein mexay noapasaeneHuaMn U AoMMKHOCTHLIMU
nuuamy opraHvsaLmm

OnoseLueHne paboTHMKOB O NPeACTOALMX MEPONPUATUSX

Opl’aHI/I3aLI,VIF| BCTpeY TpyaoBOro Kosjuiektmea ¢ pykoBogCcTtBoM

NHdopmupoBaHne pykoBoguTens o6 obpalleHusx COTPYOHWKOB Mo pabounm u
NMYHBIM BONpOCam

Heobxogumble ymeHus

Mcnonb3oBaTb COBpPeEMEHHbIe TexHomorum cbopa n nepegayn nHGopmaLmm

OcywecTtBnATb cbop W nepepaboTky WHDopmauuu, Heobxoaumon  Ans
AesTeNnbHOCTU

OCyLIJ,eCTBJ'IﬂTb cuctemMatTunsaumio nonyvyaemMbiX U nepegaBaeMbiX AAaHHbIX

OCYLLI,eCTBﬂFITb npoBepKy OOCTOBEPHOCTW, MNOJIHOTblI U HENnpPOTUBOPEYNBOCTU
OaHHbIX, UCKITIOYEeHNEe ,El,y6J'II/IDOBaHMF| VIH(bOpMaLI,MM

MpenocTaBnsATh AaHHbIE B €4NHOM M YyaobHOM Anst BocnpusTus chopmarte

MHOFOKpaTHO Mcnosib3oBaTb MOJTy4YEHHYHO I/IH(bOpMaLI,I/IPO, NOCTOSAHHO OOHOBMSATHL
OaHHble

O6ecneunBaTb ONEPaATUBHOCTb MHOPMALIMOHHBIX MOTOKOB

PaboTtaTb C KOMNbIOTEPOM, MCNONbL30BaTh OPUCHLIV NaKeT (TEKCTOBbLIA pedakTop,
Tabnuubl)

Heobxoaumble 3HaHuSA

HOpMaTI/IBHI:Ie npaBoBble aKThbl, HOpMaTMUBHO-MeTOoAn4YeCcKne OOKYMEHTHI,
rocyaapcTtBeHHble CTaHO4apThbl B ccpepe 0eATenbHOCTU opraHunsauun

CTpykTypa  oOpraHuMsauuM,  pPyKOBOACTBO  CTPYKTYPHbIX  nodpasgeneHui,
HanpaBfieHnsi [OeATenbHOCTM  OpraHM3aumMuM U KOMMETEeHUUWM  CTPYKTYPHbIX
noapasfeneHnin u OOMMKHOCTHbBIX ML
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no

OpraH13aLMoOHHOMY ...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

Knaccudmkaums
MHdopMaLnm

yrpaBneH4yecko  MHcopmMauun, BuAbl  yNpaBreHYecKow

dopMbl NpeaocTaBneHns ynpaBneH4yeckon nHpopmaumm

VCTOYHMKM ynpaBrieH4Yeckon nHdopmauum

MeTtoavnka oTbopa NCTOYHUKOB MHpOpMaLnm

TpeboBaHusi, NpeabsBRsSeMble K yNpaBreH4Yeckoi MHopmaumm

TpeboBaHusa oxpaHbl Tpyaa

Opyrve -
XapakTepuCTUKM

3.4. O606LeHHasn TpyaoBas hyHKUMS

WHdopmaumoHHO-aHanuTn4eckasa m
OpraHM3aunoHHO-agMUHNCTPaTUBHAS YpoBeHb
HanmeHoBaHune P » A P Koa D P
noaaepXkka AesaTenbHOCTU PyKOBOOUTENS KBanudukaumm
opraHmsaumm
MpouncxoxaeHve
b kne _ 3aumcTBOBaHO U3
0606LLEeHHO TPyaoBON OpwurunHan X
opurMHana
DyHKLMN
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHansHoro
cTaHgapTa

B03MOXHble HAaMMEHOBaHUS
OoImKHoCTen, npodeccuin

MomoLLHKK pyKoBOAMTENS

TpeboBaHus kK 0Opa3oBaHMUIO U1
06y4eHuno

Bhiclee o6pa3oBaHue - 6akanaepuat
HononHutensHoe npodeccroHansHoe obpa3oBaHe

TpeboBaHus K onbITy
npakTuyeckon paboTbl

He meHee Tpex neT no npoduno gesaTenbHOCTU OpraHmn3aumnm

Ocobble ycrnoBus gonycka k
paboTte

[pyrne xapakrepucTumkm

JononHutenbHble XapaKTepUCTUKU

HanmeHoBaHWe OoKyMeHTa Kop HavnmeHoBaHne 6a30Bon rpynnbl, 4OMMKHOCTM (Npodeccun)
UK cneumanbHoOCTH
OK3 2432 Bubnuotekapu, bubnuorpadbl, LOKYyMeHTOBEbI U
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Hata coxpaHeHusi: 02.02.2017

opraHnsaunoHHOMY ...
crneumnanucTbl POACTBEHHbIX Npodeccuii
OKCO 032001 [okymeHTOBEeAEHME U OKYMEHTaUNOHHOE obecneyeHne
yrnpasneHus
032002 [lokymeHTaumnoHHOoe obecrneyeHne yrnpaBneHus u
apxvmBoBeaeHue
3.4.1. TpynoBble yHKLNK
dopmupoBaHue MHHPOPMAaLMOHHOIO YpoBeHb
HanmeHoBaHue B3aMMOAENCTBUSA PYKOBOAMTENS C Kopg D/01.6 |(nogypoBeHb)
opraHmsaumamm KBanudukaumm
MpouncxoxaeHune 3anmcTBOBaHoO U3
P A OpuruHan X
TPYAOBOM DYHKLMUM opuruHana
Kopg PernctpaunoHHbIn
opuruHana Homep
npodeccnoHanbHoro
cTaHgapTa

TpWJ,OBbIe nencTeums OT60p NCTOYHUKOB I/IH(*)OpMaU,VIVI B COOTBETCTBUN C 3adaHHbIMU KpUTEPUAMMU

O6paboTka 1 UHTepnpeTaunst HopMaLMM 4Ns NOArOTOBKM NPOEKTOR peLleHni

MoaroToBka 3anpocoB MO NOPYYEHWNIO PYKOBOAMUTENS HA MOMNyYeHNe AOKYMEHTOB U
WHpopMaLMKn B opraHax rocyapCTBEHHOW BNacTu 1 ynpaBneHusi, 06LWeCcTBEHHbIX
opraHu3aumsx 1 nonyyeHne CooTBETCTBYIOLLEN MHAOPMALIMU U JOKYMEHTOB

WHdbopmmpoBaHMe pykoBOAUTENS O pesynbTaTax pPacCMOTPEHMSI 3anpocoB U
obpalleHnin

OpraHu3aums peLLeHns BOMpoCOB, He TpebyLmnx HEeNOCPEACTBEHHOIO y4yacTus
pykoBoauTens

MoaroToBka MaTepuarnoB [AONs y4acTus pykoBoauTenss B paboTe pasnnyHbIX
CTPYKTYp B COCTaBe [OCYdApCTBEHHbIX W  MyHUUMMANbHbIX  OPraHos,
06LLEeCTBEHHbIX OpraHu3aLmi

MoaroToBka AOKYMEHTOB [ANS 3aKMOYeHUs1 cornalleHuidi O COTpyAHWYecTBe C
AEnoBbIMW NapTHeEpPaMm

NHdopMMpoBaHe AenoBbIX MapTHEPOB W 3aMHTEPECOBaHHLIX OpraHv3auuii o
peLLeHUsIX PYKOBOAUTENS B XOAE BbINOMHEHUs CornalleHuni

Heobxooumble ymeHust | AHanmManpoBatb W oTbupaTb WCTOYHMKM WHGOPMaUMM B COOTBETCTBMU C
KpUTEPUAMM  MOJSHOTLI, [JOCTOBEPHOCTM, CBOEBPEMEHHOCTU MNpPEeAOCTaBMEHUS
MHdopMaLnn

Cobupatb, obpabaTbiBaTb M aHanNu3npoBaTb WHGOPMALUIO B COOTBETCTBUM C
3afaHHbIMK TpeboBaHUAMYN

I'Iepep,aBaTb I/IH(bOpMaLIMI'O B cuctremMatn3anpoBaHHOM Buae
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Hata coxpaHeHusi: 02.02.2017

O6pabaTtbiBaTb W CTPYKTYpUpOBaTb MHGOpMauuio, obpasys MHMDOpMaLMOHHbIE
pecypchl

MpousBoanTe NOMCK MHOpPMaLMM B cyllecTBylowmux 6asax [AaHHbIX, BECTU
WH(POPMALIMOHHO-CNPaBOYHYI0 paboTy Ha OCHOBE pPa3fiMYHbIX  KOMOMWHaLWiA
NMOWCKOBbIX NPU3HAKOB

Ob6ecneunBatb NHPOPMAaLMOHHYO Be30NacHOCTb OpraHu3auum

PaboTtaTb ¢ KOMMNbIOTEPOM, UCMOMb30BaTh OUCHLIN NakeT (TEKCTOBLIA pedakTop,
Tabnmubl)

Heobxogumble 3HaHMSA | BHYTpEHHSA 1 BHELWHSS NONMTUKa opraHu3aumm

npl/IHLl,l/IﬂbI npeacrtaBuUTENbCTBa B roOCyAapCTBEHHbLIX OpraHax, opraHax mMeCcTHOro
camMmoynpaslieHNA, CTOPOHHUX OpraHn3aunax n nopaaok B3aMMOAENCTBUSA C HAMM

MpWHLMMBI U MeToabl aAMUHUCTPUPOBAHUS

OcobeHHOCTY (hOPMMPOBaHMS BHELLIHUX M BHYTPEHHMX MHADOPMALIMOHHBLIX MOTOKOB

CTpyKkTypa opraHusaumm 1 nopsgok B3anmMoaencTsua nogpasgeneHn u crnyxo

MpaBuna opMMpoBaH1sl U UCNOSb30BaHMSA 6a3 AaHHbIX

CoBpeMeHHble Hay4yHble MeToabl M TEXHUYECKMe cpeacrtea, CnocobCTByloLLME
cbopy, obpaboTke, coxpaHeHuto 1 nepegade nHpopmMaLmm

MpaBuna 3awuThbl KOHMAEHUMANBHOW cnyxebHon nHgopmalmmn

CoBpeMeHHble MHPOPMALIMOHHbBIE TEXHOMOMNM

Opyrue -
XapakTepucTUKn

3.4.2. Tpynosas pyHKLMA

AHanus nHcdopmaumm 1 NoAroToBka YpoBeHb
HanmeHoBaHMe | uMHMOPMaLNOHHO-aHaNUTMYeckux matepuanos | Koa D/02.6 |(nogoypoBeHb)
KBanudukaumnm
MpouncxoxgeHue 3amMmcTBOBaHO 13
o OpurnHan X
TPYAOBOM OYHKLMUM opuruHana
Kopg PernctpaumnoHHbIn
opuruHana Homep
npogeccuoHansHoro
cTaHpapTa

TpynoBble gercTBUS C6op, nepepaboTka 1 aHanus nHgopmaLmn Ana peweHns 3agad, NocTaBneHHbIX
pykoBoauTenem

MoaroToBka MHDOPMALMOHHO-aHaNUTUYECKNX MaTepranos
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Pa3pa60TKa TemMaTun4eckoro njaHa 0630pHOI'0 AOOKyMEeHTa, AoKnaaa

OnpepeneHue kpyra bubnunorpadunyeckmx MCTOYHUKOB

MoaGop MCTOYHMKOB M NUTEpaTypbl MO TemMe 0630pa, AoKnada, aHanUTUYecKoN
CrnpaBku

Hanncanue n odopmnenne o063opa, goknaga, aHannMTUYeckon cnpaBku

Heobxogumble YMEeHUuaA Pa3pa6aTblBaTb TemMaTU4YeCKUn nnaH 0630pa, Joknaga, aHanuTu4eckon crnpaBku

O6ocHoBbIBaTb aKkTyanbHOCTb MpPOGnembl, KOTOPYH NPeacToMT OCBETUTb B
ob3ope, goknage, cnpaske

Monb3oBatbcsi  MH(OPMALMOHHBIMKM  pecypcamMmuM U CUCTEMaTM3NpoBaTb
UHOpMaLMIO MO 3aaHHBbIM KpUTEPUSIM

I'IpaBMano MHTEpnpeTnpoBaTb NOJiyd4eHHble [OaHHble W NpeanocTtaBnATb UX B
cuncreMmaTtuanposaHHoOM Bmnae

Onpep,enmb KPpyr UCTOYHUKOB W nutepaTypbl, HeoOxoaMMbIX ANt MoAroTOBKM
I/IH¢)OpMaLI,I/IOHHO-aHaJ'IVITI/I‘-IeCKI/IX mMmaTtepuanos

Wanaratb maTtepuan B nornyeckon nocnegoBaTefibHOCTU

|_|pOI/I3BO,EI,I/ITb aHalnna3 " OUeHKY U3NoXXeHHOro Mmatepuana

Od)OpMJ'IFITb TEeKCT B COOTBETCTBYHOLLEM CTUNne

PepakTtu poBaTb TEKCT OOKYMEHTOB

dJopmynleOBaTb BbIBOAbl N pEKOMeHOauUnn

OcywectBnaTe aBTOMaTM3auMiO MpoueccoB cbopa, XpaHeHWs W Bblgauu
WHopmauum

Monb3oBaTbCcs YCTPOWCTBAMM aBTOMATU3MPOBaHHOW 0OpaboTKM  TEKCTOBOW
nHdopmaunm n poToHabopHLIMK YCTPONCTBaMMU

an/IMeHFlTb BbIYNCITUTENTBHYIO TEXHUKY WU I/IH(bOpMaLI,I/IOHHbIe TexXHonormn AOns
3KOHOMMWYHON 1 paLI,I/IOHaJ'IbHOI7I opraHunsauunmn VIH(*)OpMaLI,I/IOHHbIX npoLeccos,
MOBbLILLEHMS X TMOKOCTN N ANHAMWUYHOCTU

Mpon3BoanTb NUTEPATYPHO-CTUINIUCTMYECKYID 00OpaboTKy TekcTa, NpPOBEPKY
fiorm4yecko MocrnefoBaTeNbHOCTU WU3MOXEHWUsl, aHanM3a W OLEHKW, HanucaHus
BbIBOAOB N pekoMeHaauumim

an/IMeHFlTb OCHOBbI MCUXONOMMN AENOBOro 06LEeHNs

Heobxooumble 3HaHMs | HopMaTuBHble NpaBoBble  akTbl, HOPMaTUBHO-METOAUYECKME  [OOKYMEHThI,
rocygapCTBeHHble CTaHaapThl B cepe AenTenbHOCTM OpraHu3aLmm

CTpykTypa  opraHusaumu,  pPyKOBOACTBO  CTPYKTYPHbIX  MoApasgeneHui,
HanpaBfieHNsi [OeSTEeNbHOCTM  OpraHuM3auMM W KOMMNETEeHUMW  CTPYKTYPHbIX
noapasfeneHnn 1 OOMMKHOCTHbBIX N

Knaccudpuvkauua  ynpaBneH4eckoM  uHopmaumn, BuAbl  yrnpaBreH4YecKom
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opraHu3aLnoHHOMY ...
MHdopMaLnm
dopMbl NpeaocTaBneHns ynpaBneH4yeckon nHpopmaumm
NcTouHMKM  ynpaBneH4yeckom wHdopMauun, MeToguka oTbopa WCTOYHWMKOB
MHdopMaLnm
TpeboBaHus, npeabsaBAseMble K ynpaBneH4Yeckon nHopmauum
OcobeHHOCTM pedepupoBanns  MHGoOpMauun, cneundurka odopMieHns W
COCTaBneHMs aHHOTaLumKn, pedepaTtos, 0630poB, 4OKNAa0B
Kateropuu notpebutenen, Ha KoTopble ByageT paccuntaH AaHHbIN 0030p, Aoknaa
MeTtoabl 06paboTkm nHopMaumm ¢ NPUMEHEHNEM COBPEMEHHBLIX TEXHUYECKMX
CpPeACTB KOMMYHWKALMIA U CBA3W, BbIYUCIINTENBHON TEXHWNKN
CTpykTypa WH(OPMAUMOHHBLIX W3d4aHUAW B  3aBMCMMOCTM OT  Xapakrepa
MHGOpMaLMM 1 LeNeBOro HasHaveHns MHAOPMaLMOHHBLIX U3AaHUN
CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTmsanmm nHpopmauum
NcTouHuKkM nHdopmaummn: katanorn 6ubnmnoTek, KypHanoB, NMOVUCKOBbIE CUCTEMBbI
WHOPMaLMOHHO-TENEKOMMYHUKALMOHHOW ceTn "VIHTEepHEeT", 3aNeKTPOHHble 6asbl
AaHHbIX
DyHKLMOHaNbLHOEe Ha3HaveHne ob3opa (6ubnuorpadmyeckoro, pedepaTMBHOrO,
aHanMTU4eCcKoro) Kak CpeacTsa OpUMEHTaLMM uYuTaTtensd B OOKYMEHTaNbHOM UMu
WMHGOPMALIMOHHOM MOTOKE
OcobeHHOCTU obLeHayyHoW 1 nparmaTnyeckon dyHKLumn 0630poB
MpaBuna paboTbl C BHELUHUMY HOCUTENSAMMW UHOpMaLnn
HopmaTuBHblE  OOKYMEHTbI, TFOCYOapCTBEHHble  CTaHgapTel B obnactm
OEATENbHOCTU OpraHM3aLmum
MoHsaTMe n cneunduka 6ubnmorpaduyeckoro, pepepaTMBHOro U aHaNUTUYECKOTO
VMHOPMALIMOHHOIO U3aaHus
CnpaBo4Hble NpaBOBLIE CUCTEMbI

Ipyrve -

XapaKTePUCTUKK

3.4.3. Tpynosas pyHKLMSA

OpraHu3aumnsi 4enoBbIX KOHTAKTOB U YpoBeHb
HanmeHoBaHME | NPOTOKOMbHBIX MEPONPUATUIA Koa D/03.6 |(nogoypoBeHb)
KBanudukaumnm
MpoucxoxgeHve 3aMMcTBOBaHO 13
g OpwurunHan X
TPYOOBOM PYHKLMK opurMHana
Kon PernctpaunoHHbIn
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opurMHana HoMmep
NpodeCCMOHanNbHOro
cTaHgapTa

TpynoBble gevictBust | OpraHuMsaumss M NfaHMpOBaHWE [eNioBblX KOHTAKTOB, BCTpeY W  MOe3dok
pykoBoauTens

OpraHusaumss  3acefaHun, COBELWaHWn U MEeponpusaTUR,  MPOBOAUMBIX
pykoBoauTenem

MogroToBka mMmaTtepuanoB and COBeELLaHWin, BeAeHne U Oq)OpMJ'IeHVIe NpOTOKOJ10B

MoaroToBka Npe3eHTauuii No yKkasaHui pyKoBoAUTENS

MoaroToBka 1 NpoBeAeHWe Npecc-KoHEPEHLNA pyKoBOANUTENS

Bctpeua yuyacTHMKOB neperoBopoB, obecneveHne uX MHPOPMALMOHHBIMA
MaTepuanamu, BeaeHvne 3anucen neperoBopos

Heobxogumble YMEeHUaA CocTaBnsiTb NnaH noesaku pykoBoauTensa

OdopmnaTe OOKYMEHTbI, HeobXxoanmble NS AENOBOW MOEe3aKM, KOMaHAMPOBKM
pykoBoauTensi

CocTtaBnsaTe M 0oopMNATL MPOTOKOMbI COBELLAHMK, 3acefaHnii u  Opyrux
KOH(EPEHTHBIX MEPOMNPUSATUIN, TOTOBUTb CMMCOK Y4YACTHUKOB, MOBECTKY [AHS,
SIBOYHbIE NNCTbI U NPOEKTbl UTOFOBbIX JOKYMEHTOB

CoctaBnsTtb npecc-pennsbl

Bectu neperosopb! ¢ NapTHepamu

PaboTtaTtb B pexnve MmHoro3aga4yHocTu

PaboTaTtb ¢ 60nbLwKM 06BEMOM MHOPMaLLMK

CospaBatb MU nogaepXxmnBaTtb NONOXUTENbHBIA  UMNOX opraHndauun u
pykoBoautensa

Mcnonb3oBaTtb BbIYUCIUTENBHYIO TEXHUKY " NH(OPMAaLIMOHHO-
KOMMYHVKaLMOHHbIE TexHomnorun pans 6onee 3KOHOMWYHOW W pauuoHanbHOM
opraHuszaumMm MHHOOPMALIMOHHBLIX MPOLECCOB, MOBLIWEHUS WX TMOKOCTU U
AVHaMUYHOCTU

Ob6ecneunBaTtb MHOOPMAaLMOHHYK 6E30NMacHOCTb OpraHu3auum

Heobxogumble 3HaHUS HOpMaTI/IBHbIe npaBoBbl€  aKThl, HOPMaTnUBHO-MeTOAUYECKME  OOKYMEHThI,
rocygapCrtBeHHble CTaHO4apThbl B ccbepe OeATerIbHOCTU opraHn3auunm

CTpyKkTypa opraHusauun, pykoBOASLLMIA COCTaB OpraHu3auun u nogpasgeneHun,
HanpaBneHuss [OeaTenbHOCTU OpraHM3auMM UM KOMMETEeHUUU  CTPYKTYPHbIX
noAapasgeneHuin n JOrmKHOCTHbIX NnL,

Mcuxonornsa genoBoro obLLEHNS, OCHOBBI KOHCbJ'II/IKTOJ'IOFI/IM

MpaBuna nNpoBeaeHVsi 4ENOBbIX NEPErOBOPOB U NMPOTOKONbHBIX MEPONPUSATUIA
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opraHu3aLnoHHOMY ...
OTVKET M OCHOBbI MEXAYHapo4HOro NpoToKora
MpaBuna coctaBneHnsa n 0PopMIEHNS JOKYMEHTOB
MpaBuna 3awwmTbl KOHGUOEHUMANBLHOM cnyxebHon nHpopmaumnm
NHdopmMaLMOHHO-KOMMYHUKALMOHHbBIE TEXHOMOMK
Opyrue -
XapaKTepUCTUKK

3.4.4. TpypoBas yHKUNA

YpoBeHb
Kon D/04.6 |(nogypoBeHb)
KBanudukaumum

OpraHu3zauust UICNOSNHEHWS! PELLIEHWIA
pykoBoauTens

HanmeHoBaHue

MpouncxoxaeHune 3anmcTBOBaHoO U3
o OpurnHan X
TPYAOBOM DYHKLUM opurnHana

Kopg PernctpaumnoHHbIn
opuruHana HoMmep
npodeccnoHanbHoro
cTaHgapTa

Tpynosble geiicTBus | [lokyMeHTanbHOe odhopMIieHre peLleHnin pykoBoaUTenNs, AoBeAeHVe 40 CBeAeHMs!
pabOoTHMKOB OpraHn3aLMn YCTHbIX PacnopsiKeHUA PyKOBOAUTENS

KOOpLI,I/IHaLI,I/IFI neAaATenbHOCTU No UCNOJTHEeHUIO peLueHvu7| pykoBoauTensa

KOHTpOJ'Ib McnonHeHunaA peLueHvu7| pykoBoauTens

[MoaroToBka OTYETOB O BhINOMHEHWUM NOPYYEHUIA U PeLlEHIn PYKOBOANTENS

Heobxogumble yYMeHua CoctaBnsaTb 1 O(*)OpMﬂFITb OOKYMEHTbI, coaepiKalne nopyvyeHna n pacnopsaxeHus
pykoBoautensa

Bectn yuyeT nopydeHuii pykoBoauTens, TPeOYOLWMX KOHTPONsS MO CylecTBy
peLLeHusi Borpoca

YeTko 1 BbICTPO NpUHMMAaTL peLLeHnst B npouecce paboThbl

np0M3BO,D,VITb aHanu3 UCNoNHNTENbCKON ANCUUNIIHLI

CocTaBnsiTb aHanNUTUYECKUe OTYeTbl WU cnpaBkyn No pesynbTataM WUCNOJTHEHUA
nopyvyeHun n pacnopsaxeHnn pykoesogurtena

Monb3oBaTtbCcs cuctemMamm AN1IEKTPOHHOIo ,EI,OKyMeHTOO60pOTa

MPUMEHSTL BBLIYUCIIUTENBHYIO TEXHUKY M MHEOPMAaLNOHHO-KOMMYHUKALMOHHbIE
TEXHOMNMOrMM AN 3KOHOMUYHOW M paLMoHanbHOW opraHusaumMm UHPOPMAaLMOHHBIX
NpPOLIeCCOB, NOBLILLIEHNS UX TMOKOCTU U AUHAMUYHOCT

Ob6ecneunBatb 6e30MacHOCTb AeATENbHOCTM OpraHu3aLmm
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"O6 yTBepxxaeHuM npodeccuoHansHoro ctaHaapTa "Crneumanmct no
OpraHv3aLUMoHHOMY ...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Hata coxpaHeHusi: 02.02.2017

Heobxogumble 3HaHUs HOpMaTVIBHbIe npaBoBble aKThbl, HOpMaTMBHO-MeTogn4yeckmne OOKYMEHTHI,
rocyaapcCrtBeHHble CTaHOapTbl B Cq)epe OeATEeNIbHOCTU OpraHn3auunm

CTpykTypa  opraHu3auuu,  PYyKOBOACTBO  CTPYKTYPHbIX  nogpasgerneHui,
HanpaBreHnss [OesiTEeNbHOCTM  OpraHM3aumMmM W KOMMETEHUUWM  CTPYKTYPHbIX
noapasaenerHnii U AOMKHOCTHBIX NL

I'Ipanma npoBeaeHna KOHTponAa NcnonHeHnaA I'IOpy‘-IGHVIVI pykoBoguTena

TexHonorna BegeHus KOHTPOJ1A UCMNOJTHEHNA I'lOpy‘-IEHVIVI pyKkoBoauTena

CuncTembl aneKTpOHHOIo JoKyMeHToobopoTa, 6a3bl JaHHbIX

TpeboBaHusi oxpaHbl Tpyaa

Opyrve -
XapaKTepucTunkm

IV. CBegeHna 06 opraHusauusax - paspaboTumkax
npodeccnoHanbHOro craHgapTa

4.1. OTBeTCTBEHHAA OpraHmn3aLmsa-paspaboTymk

HIM "HaumoHanbHaga accoumnauunsa opMCHbIX CNELManmMcToB U agMUHUCTPATUBHBIX paboTHMKOB", ropos
Mocksa

OvpexTop XntocHeBa Jliogmuna MNMeTpoBHa

4.2. HanmeHoBaHu1s opraHM3aumnin-pa3paboTynkos

1 AHO "AreHTCTBO CTpaTermyecknx MHNLMATMUB NO NPOABUKEHUI0 HOBbIX NPOeKToB", ropos Mocksa

2 AHO "YensibuHckoe pernoHanbHOe areHTCTBO pa3BuTus keanudukaumin", ropoq YensabuHck

3 AHO BIMO "MexpervoHarnbHblit OTKPbITbINA CoLManbHbIi MHCTUTYT", ropoa Vowwkap-Ona, Pecny6nuka
Mapun On

4 Bonrorpaackasi ToproBo-npombilLieHHas nanara, ropog Bonrorpag

5 Y "Bcepoccuincknin Hay4Ho-uccrnefoBaTenbCKMn UHCTUTYT JOKYMEHTOBEAEHUS U apXUBHOro gena"

(BHUWOAL), ropoa Mocksa

6 HOY OHO "MIHCTUTYT nHdopMaLumMoHHbIX TexHonorun "AnTu", ropog Mocksa

7 O6Lwepoccuicknii Npodcor3 paboTHMKOB roCy4apCTBEHHbIX yUpexaeHni 1 obLLecTBEHHOrO
obcnyxmBaHusa Poccuiickon ®epepaunmn, ropog Mockea

8 OO6wepoccuiickoe mexoTpacnesoe obbeanHeHne pabotogatenen "Hukens", ropog Mockea

9 00O "MarikpocodT Pyc", ropoa MockBa

10 | OOO "LleHTp akcnepTusbl n ceptudukaumn”, ropon Mockea

11 OO0 "3nekTpoHHbIe ourcHble cucTtembl", ropoa Mocksa
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12 [MOBOMKCKMI MHCTUTYT ynpasneHus umenu MN.A. CtonbinuHa - dounuan ®roOyY BI1O "Poccuiickas
aKkagemus HapoAHOro X03SNCTBa M roCygapCTBEHHONM Cny0bl Npu MNpeangeHTe Poccumnckon
denepaummn”, ropog Caparos

13 OrAQY A0 "Akagemus cTaHgapTMsaumm, MeTpororin u ceptudmkauumn”, ropog Mockea

14 | ®I'BOY BI10 "lMeH3eHCcKkun rocyaapCTBEHHbIM yHUBEpcuTeT", ropog NeHsa

15 Ore0Y BI10 "Poccuiicknin rocyaapCTBEHHbIV TyMaHUTapPHLIN YyHUBepCcuTeT", kadeapa
OOKyMeHTOoBeAeHus, kadpegpa ACLOY, ropoa Mockea

16 | ®I'BY "Hay4yHo-uccnepoBaTenbCKMm UHCTUTYT TpyAa M coumansHoro ctpaxosaHus" MuHuctepctea
TpyAa u coumanbHoun 3awmTel Poccunckon ®egepauun, ropoq Mocksa

17 | SpocnaBckas TOproBo-npoMbILINIeHHas nanata, ropos SApocnaenb

<1> Ob6Lepoccuncknii knaccudmkaTop 3aHATUNR.

<2> ObLepoccuncknii knaccudmkaTop BUAOB SKOHOMUYECKOM AEATENbHOCTH.

<3> ObLepoccuincknii knaccudumkaTop cneumanbHoOcTeln No obpasoBaHuto.

<4> EOWHbIA KBanMMUKAUMOHHBIA CAPaBOYHUK AOSMKHOCTEN pyKOBOAUTENEW, CheunanucToB U Opyrux
cnyxatumx.

<5> O6wepoccuicknii knaccudumkatop npodeccui paboumx, OOIDKHOCTEM ChyXawmx W TapudHbIX
pas3psiaos.
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